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State of Culifornia ' . Business, Transportation and Housing Agency

Memorandum [= ?g;y;?éjﬁ@g
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Date: December 18, 2008

To: Central Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Bakersfield Area

File No.: 420.11428.12958

Subject: BAKERSFIELD AREA RESOURCES MANAGEMENT INSPECTION
RESPONSE

I have reviewed the inspection report for the Area Resource Management inspection which was
conducted on October 8, 2008. I am pleased with the overall evaluation and know that my staff
works diligently to provide a superior effort, Unfortunately, some minor discrepancies were
identified.

Regarding the Office Management (chapter 5) evaluation, two of the discrepancies have been
corrected and the third is currently in the process of being corrected. Our Office Services
Supervisor completed a revised job description for the CHP 415 clerk on October 31, 2008, and
the procedures manual for that position regarding CARS is currently being rewritten and should
be complete no later than January 31, 2009. Administrative files not currently being used were
eliminated when our clerical office was totally remodeled on November 4, 2008. Finally, on
December 18, 2008, the security code on the postage meter was changed and is limited to
personnel directly responsible for mail handling. Any questions regarding our corrective actions
may be directed to me.

“SMITH, Captain

Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI 076
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

_I-‘;i.'l: O EVARA KGN |SUS["EI\'EE DATE

[7] Formal Evaluation [7] Informal Evaluation !

5 R SALE

LICorrection Report

[-1No

= BY —_— =
a. Is lhe office well organized? o o - E _I:]_N_o_l__ .
o (1) Are lhe;_v;ritlen job descri;tions’? o o ‘ Yés O No h

: m?a) Does clerical staff have their job description at their desk? Yes [JNo

) (b} Does clerical staff understand what is expecled of them? Yes []No
(2) Are similar activities grouped together to promote efficiency? Yes [JNo o

(3) Iftape recorders are used, can clerical employees transcribe effectively? Yes [JNo

(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information

_security, etc.? ) Yes [JNo
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [INo
b. Is the Office Services Supervisor (OSS) effective? Yes - [JNo
(1) Does he/she properly apply management philosophies and supervisory skills? Yes [JNo
a (a) Does he/she have the authority and backing necessary to effectively supervise subordinates? Yes [JNo
{b) s the clerical supervisor an effective manager? Yes [JNo
(2) Does the OSS identify employes with supervisory potential? Yes [JNo
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? . Yes [JNo
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? Yes [JNo
(c) Hasthe CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? Yes, [JNo
(3) Does the supervisor set a good example? Yes []No
(a) Does he/she show a willingness to assist subordinate personnel? Yes [JNo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Yes []No
(4) Ifthere is more than one 088, is the work and supervision evenly distributed? /\//A OYes [ONo
(5) Does the OSS participate in Area staff meetings? ' Yes [No
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- EVILGATED - ACTIGN REQUIRED "[ﬁ;{lza-u crEy —
2. FILING SYSTEM VI Yes |
a. |s the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? [JYes No
b. Are other files, i.e., permanent files, enforcement document files, elc., maintained according to policy? [JYes [JNo
(1) How far back are accident reports being maintained? 4 YRS, RO1TATING
(2) Isthere a filing backlog? [JYes No
(3) Is there evidence of recent office review? ([ Yes [JNo

(4) How are Management and All Commanders Memorandums filed and purged? M- filed in number order, Al Commanders- [1led

norder reecived. Purged at end of normal retention per schedule

(8) Are Training and Information Bulletins filed? Yes [JNo
(a) Ifso, how are they located?  Iiled in binders and located with u log sheet.
(6) Do all clerical employees understand the filing system? Yes [JNo
(7) Does the Area have an effective suspense system? Yes [JNo
(a) Do all supervisors take advantage of the suspense system? Yes [JNo
c. Are personnel files properly secured and access limited? Yes [No
(1) Are the requirements of the Information Practices Act being followed? Yes [JNo
(2) s a periodic review done on a regular basis? Yes [JNo
(a) Ifso, howoften? Al the time of annual reviews.
(3) Is annual employee review and updating conducted as required? Yes [INo
(4) Are only required or permitted items contained in personnel folders? Yes [JNo
T T i ey EVALUATED ACTION REQUIRED CORREGTED
3:SECURIT OF-CRIMINAL RECORDS.: YES Noie
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [INo
(1) Has the Area designated a specific person to release criminal offender record information? Yes [JNo
(a) Do any other persons release this information? Yes [JNo
(b) Has the designated person completed the required training? Yes [JNo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [JNo
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? A///f [OYes [ONo
(a) Are entries maintained for the prescribed period of time? /\//ﬂ OYes [INo
W e AN R e TR L S vl = | EVALUATED ACTION REQUIRED CORRECTED
‘f FIS oA S 2 ' None
a. Have discrepancies on the most current audit reports been corrected? Yes [JNo
Destroy Previous Editions
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(1) Are all change fund and collections handled and processed according to policy? (zZlYes [INo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued 1o the field

accounted for and safeguarded? Yes [JNo
(b} Are "voided" or "no fee" DL45s marked as such, sigl_u;d by the commande-r, and forwarded - o
to Fiscal Management Section? /\///q [(dYes [JNo
a (c) Is there a separation of duties Between cashier re-;onsibiIit;a»s_égt'r;wl;i.llla| of co_lle-c_lib:s?—_—_'_ua ;(;s—[:]—N“o_"—
@) Ave collections and change fonds safeguardeds T @Yes ONo
o Tergre checks prompt]‘y endorsed a;d_c;;r; :e-ce_ipts reconéﬂagzla_i&?_. - | [v] Ye;_ [JNo
(f)- Are counter receipts and DL45s that are issued in sequence accounted for and retl;wed - -
to Fiscal Management Section upon completion? £ ¢ X TEL RECEIFTS oA LY (JYes [INeo
() What specific guidelines a;e in place for security control and accountagﬁil-);? (‘)u:[&,rl:_luth—l%:k‘j]h Lrunsmztuls. limited

aceess by employees,

(h) Is a supervisor responsible for review of Fhe system? Yes [JNo
. (i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
(i) Are counter receipts and transmittal records prepared properly? Yes [No
(k) Are surprise counts of funds performed and documented hy the commander or designee? Yes [INo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [JNo
(a) s the petty cash fund used only for authorized purchases within the limited amount? Yes [JNo
(b) Are valid authorizations on file? Yes [INo
{c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Yes [JNo
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [No
{e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [JNo
(3) Are X-Number services proper and within departmental and state policy? Yes [INo
(a) Are services procured over $4,999.997 [ Yes No
(b) s the amount limit circumvented by splitting procurements? [J Yes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [JNo
(d) Do invoices itemize charges and reference X-Numbers? Yes ‘ [INo
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [JNo
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? Yes [JNo
(c) Are three price quotations obtained and documented on a CHP 315X? Yes [JNo
(d} Is the bank card log completed properly? Yes [INo
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supeivisor?

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory ap

[/Ye

b. What controls does the commander have in place to ensure timely transmittals of monies? Commander or

and signs the weehy vanseiidals,

Management Section at lhe first occurrence of $1,000 in cash and

(1) Are collections sent to Fiscal

[INo --

proval? Yes

[JNo

designated cmployvee verifies

$10,000 total collections, or at the close of business each Thursday? Yes [JNo
(2) Are monies received for DLA45s, California Special Driver's Certificate, asset forfeiture, relmb;};gales. - o
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [No
_ (3) AreTno collectio_n_" transmittals sent when -appropriate? B a Yei:- _Ij_N; -
(4) Do tire sale transactions comply with policy? - - o [“]Yes [No
c. s security of the postage machine adequate? o —" Yes [JNo
R (1) s the machine locked when not in use? Yes [JNo
(2) ls the meter reading documented as required? Yes [JNo
(3) Isthere documentation of monies refunded or forwarded to Fiscal Management Section when the
poslage machine is being repaired or replaced? ,{//ﬂ [(OYes [No
X CVALGATED ACTION REQUIRED CORRECTER
5. SUPPLY REQUISITIONS (CHP 41) YIS K
a. Are requisitions prepared properly? Yes [JNo
(1) Who prepares them? Office Tech/OSSIT
(2) Has a practical stock level been established and maintained? Yes [JNo
(3) Isthere a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) Is the quarterly requisition period for this command adhered to? Yes [JNo
(b) Is there a high number of emergency requisitions? (] Yes No
b. Are items stored properly in a storeroom? Yes [INo
(1) Is there convenient access for regularly used items? Yes [JNo
(2) Have obsolete items been removed? Yes [INo
i s on [evaLUATED ACTION REQUIRED CORRECTED
6 SUP'PLIES‘ R g5 v A ;. YES None
a. Are all cameras assigned to the command accounted for? Yes [JNo
(1) Are camera cases clean and do they contain the required accessories? Yes [JNo
(2) Is camera maintenance assigned to a particular individual? Yes [OINo

(a) Whatis his/her preventative maintenance schedule? Checked on yeatly by the Sergeant who is assigned to maintain them,

b. Are all extenders assigned to the command accounted for?

Yes

[ No
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(1) Is there adequate security for extender batteries and other supplies? (] Yes EJ No
ICEE UIPM - FVAL L 2TED o B ANFIEN “-"‘F‘- CAMRECTTR -
7. OFF Q ENT YIS —
a. Are office machines in good condltlon and properly maintained? Yes [JNo
(1) Is the vendor complymg wnh mamtenance contract plowsmns? Yes [JNo
(2) Is there a shorlage or smplus of maclﬂnes? [Z1ves [¥]No
h. Isthe Management InfOImatlon System (MIS) used propelly‘7 . Yes D No

(1) Whois authorized to use the equipment? Al clerical personnel and designaled officers,

(2) How is training provided, and by whom? — _AN coordinutors. Corm. Conter Superyisors,

N (3) Is there a usage schedule for uniformed and nonuniformed personnel? H /A [JYes No
(4) Are there controls in place to ensure confidentiality? Yes [JNo
(5) Are all personnel aware of how to request repairs after normal business hours? . Yes [JNo
(6) Isthe MIS used to send messages to other offices in lieu of formal memorandums? [JYes No

(7) What system is used to ensure proper routing of MIS information? E-mail/photo copies if necessary.,

c. Are personal computers used properly? Yes [No

(1) Who is authorized to use the equipment?  Al| employees

(2) How is training provided, and by whom? 1,AN Coordinator, any computer (raining which might be offered by HQ.

(a) How many employees are trained in its use? All employees

(3) Are there restrictions on the time its used? . A (IYes No
(a) lIs there a schedule for uniformed and nonuniformed employees? /\///4 [JYes No
(4) Is confidential or sensitive information being stored on a PC hard drive? [(JYes No
(a) If so, is the PC password protected? [JYes No

(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? Yes [No

(5) Whatis the PC being used for?  Daily work by all employees

(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [INo

Destroy Previous Editions
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(7) Are backup procedures being performed on a reqular basis? [xlves [ONo

(a) Where applicable, are hackup disks stored in a secure area? Yes [JNo
(8) Are PC manuals and olher documentation available to all users? ] VYes No

(9) What procedures are in place to ensure out-of-date documents and files are

purged? | AN cocdinaton rovicws petiodically amd

ensures that lformation is current and ulder Torme are peireed,
(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [JNo
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [JNo
[ O STy Ty T N R T ’

8, PUBLIC CONTACTS YES N
a. Does the office have extended office hours? []VYes No
(1} Ifso, are they adequate and effective? ] Yes No
b. Are persons served promptly and courteously? Yes [JNo
(1) Are backup personnel immediately available? Yes [JNo
{2) Istelephone service hoth efficient and effective? Yes [JNo
(3) Are limited duty personne! used for receptionist duties and answering telephones? Yes [INo
{4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [No

) _ . ) EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS VIS Nisisa

a. Is school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  Special Duty position.

(1) Are tests and test keys kept in a secure place? Yes [JNo

(2) How are interested parties advised of testing procedures? Through school district training facilitlics

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [JNo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [JNo

(3) How are test disposed of?  Shredded by the School Bus Officer.

(4) s there a specific date and time set aside for testing? Yes [JNo

ey AREF BT ol B 2

| EVALUATED . ACTION REQUIRED CORRECTED

= 4 YES None

a. Is there a systematic method of coordinating court appearance matters? Yes [JNo
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(1) What controls are in place to ensure officers appear in count?  \yea supury isor conduet periodic cheeks on officers count

ippearnaces and documentalion iy mage on the C1HP (18 [ops.

(a) How are appearances minimized following cancellations? Subpocns Clerhs potifies vilicers by

JONC Dy writien notice,

(b) How are "short notice” cancellations minimized? Nodilicutions are made as »oon ws the Court Clerk is nodied.
(2) Are CHP 90s, Report of Court Appearance - Civil Aclion, properly distributed and completed on all
appropriate cases? Yes [_JNo
(3) Who is responsible for managing the process? QSSISubpoena Clerk
(a) Are court officers performing duties that could be handled by clerical personnel? [JYes No
ACTION REQUIRED CORREGIED
11. DEPARTMENTAL MANUALS None
a. Are the number of authorized libraries being maintained? Yes [ONo
(1) Are the libraries convenient for those who must use them? Yes [No

(a) What controls are in place for "loaning” manuals to employees?  Limployees use designated Hbraries and return same (o

original location.

(2) Are publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries excessive or sufficient? Sce vitached.
(b) Is there a listing available of what should be in each library? ) Yes [JNo
(3) Are publications kept up-to-date? Yes [JNo
(4) Who files publication changes? The front desk officer handles the filing of updates.
Destroy Previous Editions T
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CIHAPTER 5
Bakersfield Area 420
~10/08/2008

Item 1: Clerical Tasks

(1) The job description for the 415 desk is to be rewritten to include new instruction on
the CARS program for A413 data entry. OSSII is aware and the change will be made as
soon as possible,

Item 2: Filing System

a. The Administration Files are overdone. It was recommended that files not being used
at the current time, be eliminated. OSSII is going to review the HPG 11.1 Field Office
File Guide for reference in eliminating the extra files. Upon replacement of the current
filing cabinets, these changes will be made.

Item 3: Security of Criminal Records

(2) N/A
(2a) N/A

Item 4: Fiscal Procedures

(1b) DL4S5 receipts are no longer required to be sent to Accounting Section,

(1) N/A

(2c) N/A

(4c) A CHP 315 is used only when making a purchase through HQ on a Form CHP 43,
b(4) Tire sales — N/A

c. Postage meter security. It is recommended that the security code on the postage meter
be changed and that access to the code be limited to only those personnel directly
responsible for mail procedures.

c(3) N/A



Chapter 5
Bakersfield Area
Pg. 2

Item 7: Office Equipment

(8) PC manuals and other documentation are removed from equipment when released
rom HQ to assigned areas.

Item 8: Public Contacts

a(1) Extended office hours were discontinued due to lack of public interest.

MISCELLANEOUS COMMENT;

It was noticed that one of the OA’s has a coffee pot in her cubicle. It is recommended
that this unit be placed somewhere else in the office in order to minimize spills on
cquipment, carpeting and paperwork. This may be considered a safety hazard by OSHA,
or the Fire Marshall,
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& DIVISION NUMBER
g\ KERSFIELD CENTRAL 420
DATE
McSHEEHY, O8S1 10/08/2008

INSTRUCTIONS: Indicate items i

3 "Evaluated" box and/or the "Action Required" box. If this

form is used as a Correction Report, the "Correctlon“ box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or “no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
cah be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
Formal Evaluation [ Informal Evaluation
FOLLOW-UP REQUIRED [ correction Report COMMANDER'S REVIEW DATE
@Yes [1No
Ji tenchTASKs | vis Nove | ioiowaoos
a. Is the office well organized? Yes [JNo
(1) Are there written job descriptions? Yes [INo
(a) Does clerical staff have their job description at their desk? Yes [No
(b) Does clerical staff understand what is expected of them? Yes [JNo
(2) Are similar activities grouped together to promote efficiency? Yes [ 1No
(3) If tape recorders are used, can clerical employees transcribe effectively? Yes [JNo
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? Yes [No
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [JNo
b. Is the Office Services Supervisor (0SS) effective? Yes [ No -
(1) Does he/she properly apply management philosophies and supervisory skills? Yes []JNo
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? Yes [No
(b) s the clerical supervisor an effective manager? Yes [JNo
(2) Does the 0SS identifyZmployes with supérvisory potential? Yes [No
(a) Does he/she assist employees in the preparation of writlen plans for progressive career
development? Yes []No
(b) Have special interests been identified and educational opporiunities and/or departmental training
been afforded the employees? Yes [JNo
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify paricular strengths of the employees? ¢ Yes [No
(Si-lDoes th;‘supervisor sel a good exalnél;el;?‘_ o o - Yes [JNo
(a) Does he/she show a wﬂlﬁwgness to assist supdrdlnale F;’eﬁlgo:;new . Yes [JNo
(b) Does he/she know when to act, when to delegate, and when tc_) refer to a supervisor? Yes [JNo
(4) Ifthereis more than one 0SS, is the work and ;upervision evenly distril;;ned’? /\///é B [(Jyes [ONo
(5) Does the OSS participate in Area staff meetlngs’? - Yes [JNo
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~ [evaiuaTED ACTION REQUIRED CORRECTED
el RN ; e S | YES Yes
a. Isthe Area's flmg system in compllance with depanmental guidelines contained in HPG 11.1, Field Office
File Guide? [JYes No
b. Are other files, i.e., permanent files, enforcement document files, efc., maintained according to policy? Yes [1No

(1) How far back are accident reports being maintained? 4 YRS, ROTATING

(2) Isthere a filing backlog? [ Yes No

(3) s there evidence of recent office review? Yes [JNo

(4) How are Management and All Commanders Memorandums filed and purged? MM- filed in number order, All Commanders- filed

in order received. Purged ar end of normal retention per schedule.

(6) Are Training and Information Bulletins filed? Yes [JNo
(a) If so, how are they located?  Filed in binders and located with & fog sheet.
(6) Do all clerical employees understand the filing system? Yes [INo
(7) Does the Area have an effective suspense system? Yes [JNo
(a) Do all supervisors take advantage of the suspense system? Yes [JNo
¢ Are personnel files properly secured and access limited? Yes [JNo
(1) Are the requirements of the Information Practices Act being followed? Yes [JNo
(2) Isa Iperiodic review done on a regular basis? Yes [JNo

(a) Ifso, how often? Al the time of annual reviews,

(3) s annual employee review and updating conducted as required? Yes [JNo
(4) Are only required or permitted items contained in personnel folders? Yes [JNo
FYALUATET AUTION Nl".l)l}il'('_FI') CORRFCTED
3. SECURITY OF CRIMINAL RECORDS VIS Wi
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [JNo
(1) Has the Area designated a specific person lo release criminal offender record information? Yes [JNo
(a) Do any other persons release this information? Yes [JNo
(b) Has the designated person completed the required training? Yes [JNo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [JNo
(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender
Record Information Release Log? /\///9' [Oyes [JNo
(a) Are entries maintained for the prescribed period of time? ///'4 O Yes [ No
- o Tewicpaiee T[AcTion nrouReS T eossecies
4, FISCAL PROCEDURES l¥is Imw - ‘
a. Have discrepancies on the most current audit reports been corrected? Yes [INo
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(1) Are all change fund and collections handled and processed according to policy? Yes [JNo
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [JNo
(b} Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? /\j/,'q ' OYes [INo
(c) Is there a separation of duties between cashier responsibilities and transmittal of collections? Yes [JNo
(d) Are collections and change funds safeguarded? Yes [OINo
(e) Are checks promptly endorsed and cash receipts reconciled daify? Yes [JNo

{f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? o & ¥ TEL L ECLIFTS oa LY [OJYes [ONo

(9) What specific guidelines are in place for security control and accountability?  Quarterly audits, weekly transmittals, limited

access by employees,

(h) s a supervisor responsible for review of the system? Yes [JNo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [No
(i) Are counter receipts and transmittal records prepared properly? Yes [JNo
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [INo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [INo
(a) Is the petty cash fund used only for authorized purchases within the limited amount? Yes [JNo
(b) Are valid authorizations on file? Yes [JNo
- (c) lIs a Disbursement Voucher (Std. 438) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Yes [JNo
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [JNo
(e) Are surprise counts performed by someone not involved in handling the pefty cash fund? o ] Yes- O No_-'_
(3) Are X-Number services proper and within departmental and_sze;; policy? Yes [ N;_ o
(a) Are services procured over $4,999.997? N [JYes No
(b) Is the amount limit circumvented by splitting procurements? | [JYes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes D_N-o__h_-
(d) Do invoices itemize charges aale?er;;am;b_gs_’?-—_ T ____;;s ._IiN_o o
(4) Are bank cards adequately safeguarded, and r;urchases reviewed by a supervisor?_ - Yes [JNo o
(a) Are cardholdérs familiar vﬁ-t‘r:(;;é;;ca_rd-;;oc;ss, including prohibited and restricted items? Yes [JNo
(b) Ar;purchases within-e_s-tablished policy? - o E;es [INo
(c) Are three pr-i‘ce-;o-t;io-x; gg‘t-a_in-e;é-rrci 'd:Cl;I-ﬁEI:(IEC.i_Og C_HP 31 5X?—_“ - '_ Yes | [ No_m_
(d) s the bank card log completed properly? - _--—- Yes [ No_ o

CHP 453C (Rev. 5-05) Page 3 of 7 ©153e506. pdf
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [JNo

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Yes [INo

b. What controls does the commander have in place to ensure timely transmittals of monies? Commander or designated employee verifies

and signs the weekly transmittals,

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes [INo
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo
(3) Are "no collection" transmittals sent when appropriate? Yes [No
(4) Do tire sale transactions comply with policy? Yes [JNo
¢. Is security of the postage machine adequate? Yes [INo
(1) s the machine locked when not in use? Yes [No
(2) Isthe meter reading documented as required? Yes [INo
(3) Isthere documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? ,(//,Q [OJYes [ONo
] AL PVALUATED AGTION REQUIRED CORREGTED
5. SUPPLY REQUISITIONS (CHP 41) YES Nisii
a. Are requisitions prepared properly? Yes [No
(1) Whao prepares them? Office Tech/OSSIT
(2) Has a practical stock level been established and maintained? Yes [No o
(3) Isthere a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [INo
(a) s the quarterly requisition period for this command adhered to? Yes [INo
(b) s there a high number of emergency requisitions? o [Jves No o
b. Are items stored properly in a storeroom? B o Yes [JNo
(1) Is there convenient access for regularly used items? o o Yes. [INo
(2) Have obsolete items been removed? o Ym;.s_. O No
) o CVAUSTED ACTION BECGUIRE | CORIECTED
i | | ves o Dewe |
a a. Are all cameras assigned to the command accounted for? Yes [INo
(1) Are- camera_c;_ses clean an“(;do they c-o‘n?ﬂ;t};e required accessories‘?-—-. o Yes []No o

(2) Is camera maintenance assigned to a particular individual? Yes [JNo

(a) Whatis his/her preventative maintenance schedule?  Checked on yearly by the Sergeant who i assigned w maiiain therm,

b. Are all extenders assigned to the command accounted for? [Zyes [ONo

CHP 453E (Rev. 5-06) Page 4 oi 7 c453e506.pdf
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(1) s there adequate security for extender batteries and other supplies? Yes [JNo
P? | 5 4 e ] e Ew:umec: ACTION REQUIRED CORREGTED
= o RS T e (AT YES None
a. Are office machines in good condition and properly maintained? Yes [JNo
(1) Is the vendor complying with maintenance contract provisions? Yes [JNo
(2) s there a shortage or surplus of machines? [(Jves No
b. Is the Management Information System (MIS) used properly? Yes [JNo
(1) Who is authorized to use the equipment?  All clerical personnel and designated ofticers,
(2) How s training provided, and by whom? LLAN coordinators, Comm. Cenler Supervisors.
(3) Is there a usage schedule for uniformed and nonuniformed personnel? IH /A [Yes No
(4) Are there controls in place to ensure confidentiality? Yes [JNo
(5) Are all personnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Isthe MIS used to send messages to other offices in lieu of formal memorandums? [ Yes No -
(7) What system is used to ensure proper routing of MIS information? E-mail/photo copies if necessary,
¢. Are personal computers used properly? Yes [No

(1) Who is authorized to use the equipment? Al employees

{2) How is fraining provided, and by whom? 1,AN Coordinator, any compufer (raining which might be o(fercd by 11Q.

(a) How many employees are trained in its use? All cmployees

[OYes [¢INo

icti ime i ?

(3) Are there restrictions on the time its used? N, //:)

(a) Is there a schedule for uniformed and nonuniformed employees? /\//ﬁ [JYes No
(4) Is confidential or sensitive information being stored on a PC hard drive? (] Yes No

(a) I[fso, is the PC password protected? [ Yes No

(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? Yes [JNo

(5) What is the PC being used for? Daily work by all cmployees

(6) Are controls present to prevent inappropriate/personal use of the computer?

CHP 453E {Rev. 5-06) Page 5 of 7
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(7} Are backup procedures being performed on a regular basis? Yes [JNo
(a) Where applicable, are backup disks stored in a secure area? Yes [INo
(8) Are PC manuals and other documentation available to all users? ] Yes No

(9) What procedures are in place to ensure out-of-date documents and files are purged? LAN coordinator reviews periodically and

ensures that information is current and older forms are purged.

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [JNo
(11} Is anti-virus software regularly utilized on all state-owned PCs? Yes [JNo
JEARLEN LU el T8 v EVALUATED ACTION REQUIRED CORRECTED
8 .PQ;B_,LIC CONTACTS YES M
a. Does the office have extended office hours? [ Yes No
(1) Ifso, are they adequate and effective? [JYes No
b. Are persons served promptly and courteously? Yes [JNo
(1) Are backup personnel immediately available? Yes [No
(2) Is telephone service both efficient and effective? Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [INo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [INo
. . . o ) EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS P -
YES None o
a. Is school bus driver testing a special duty or a clerical function, or is a full-time school bus cocrdinator
assigned? Special Duty position.
(1) Are tests and test keys kept in a secure place? Yes [INo
(2) How are interesled parties advised of testing procedures?  I'hrough school district waining facilitics
(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [JNo
Yes [JNo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly?

(3) How are test disposed of?  shyedded by the School Bus Olfieer.

{4) Isthere a specific date and lime set aside for testing?

T RE Gl

10. COURT INFORMATION PROCEDURES Misie

a. Is there a systematic method of coordinating court appearance matters?

[(vlYes [JNo

Destroy Previous Edilions
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(1) What controls are in place to ensure officers appear in court? Area supervisors conduct periodic checks on officers court

appearances and documentation is made on the CHP 118 logs.

(@) How are appearances minimized following cancellations? Subpoena Clerks notifics officers by phone or by writlen notice.

(b) How are "short notice" cancellations minimized?  Notifications are made as soon as the Court Clerk is notified.

(2) Are CHP 80s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? Yes [JNo
(3) Who is responsible for managing the process? 0OSS1/Subpoena Clerk
(a) Are court officers performing duties that could be handled by clerical personnel? [ Yes No
4. MERARIIEN: -l EVALUATED AGTION REQUIRED CORRECTED
11, DEPARTMENTAL MANUALS VES Sime
a. Are the number of authorized libraries being maintained? Yes []No
(1) Are the libraries convenient for those who must use them? Yes [JNo

(a) What controls are in place for "loaning" manuals to employees?  Lmiployees usc designated libraries and returny same o

original location.

(2) Are publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries exces"s-.ive or sufficient? Sce uLlu;l_ncd. ----- - N o
(b) s there a listing available of what should be in each library? Yes [} No_-_

- o o _ Yes" [JNo

(3) Are publications kept up-to-date?

(4) Who files publication changes? "Ihe front desk olficer andles the filing ol updates.

- Destroy Previous Editions
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CHAPTER 5
Bakersfield Area 420
' 10/08/2008

Ttem 1: Clerical Tasks

(1) The job description for the 415 desk is to be rewritten to include new instruction on
the CARS program for A415 data entry. OSSII is aware and the change will be made as

soon as possible.

Item 2: Filing System

a. The Administration Files are overdone. It was recommended that files not being used
at the current time, be eliminated. OSSII is going to review the HPG 11.1 Field Office
File Guide for reference in eliminating the extra files. Upon replacement of the current

filing cabinets, these changes will be made. ' ek

nor. 374,

Ttem 3: Security of Criminal Records

@) N/A
(2a) N/A

Item 4: Fiscal Procedures

(1b) DLA4S receipts are no longer required to be sent to Accounting Section.

(1) N/A

(2c) N/A

(4c) A CHP 315 is used only when making a purchase through HQ on a, Form CHP 43.
b(4) Tire sales —N/A

c. Postage meter security. It is recommended that the security code on the postage meter
be changed and that access to the code be limited to only those personnel directly
responsible for mail procedures.

c(3) N/A



CHAPTER 5
Bakersfield Area 420
* 10/08/2008

Item 1: Clerical Tasks

(1) The job description for the 415 desk is to be rewritten to include new instruction on
the CARS program for A415 data entry. OSSII is aware and the ch’ang:g will be made as
soon as possible. ZAt Job ofes chcplion had b fevised -
Jhe 415 Clest ,afwz-/zg N )y LAE //)Ma&mz /mméa/é

. 00% )+ o A Lo,
Item 2: Fﬁﬂlwgs XSW{“’/?/Z 0%). S o # cwry

a. The Administration Files are overdone. It was recommended that files not being used
at the current time, be eliminated. OSSII is going to review the HPG 11.1 Field Office
File Guide for reference in eliminating the extra files. Upon replacement of the current

filing cabinets, these changes will be made.

Item 3: Security of Criminal Records

(2) N/A
(22) N/A

Item 4: Fiscal Procedures

(1b) DLA4S receipts are no longer required to be sent to Accounting Section.

(1f) N/A

(2c) N/A

(4c) A CHP 315 is used only when making a purchase through HQ on a Form CHP 43.
b(4) Tire sales — N/A

c. Postage meter security. It is recommended that the security code on the postage meter
be changed and that access to the code be limited to only those personnel directly

responsible for mail procedures.

c(3) N/A



Chapter 5
Bakersfield Area
Pg. 2

Item 7: Office Equipment

(8) PC manuals and other documentation are removed from equipment when released
from HQ to assigned areas.

Item 8: Public Contacts

a(l) Extended office hours were discontinued due to lack of public interest.

MISCELLANEOUS COMMENT;

It was noticed that one of the OA’s has a coffee pot in her cubicle. It is recommended
that this unit be placed somewhere else in the office in order to minimize spills on
equipment, carpeting and paperwork. This may be considered a safety hazard by OSHA,

or the Fire Marshall.
Cothrely . %//M A1 i Phe Boaiafe RoTr—,



State of California Business, Transportation and Housing Agency

Memorandum

Date: November 6, 2008
To: Bakersfield Area
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Coalinga Area
File No.: 495,13682
Subject: HPG 22.1, AREA RESOURCES MANAGEMENT GUIDE, INSPECTIONS

On October 8, 2008, a team comprised of Sergeant Larkin Vander Mel, Office Services
Supervisors Paula McSheehy and Lorie Berger and I completed three Area Management
Evaluations on the Bakersfield Area per HPG 22.1, Area Resources Management Guide. The
three Area Management Evaluations were Office Management, Occupational Safety and Special
Functions. Utilizing the procedures and checklists provided in HPG 22.1 as well as through
interviews conducted of the affected personnel, the following is a summation of the results of

each evaluation.

During the Office Management (chapter 5) evaluation, Office Services Supervisors McSheehy
and Berger noted:

* The job description for the 415 desk needs to be rewritten to include the new instructions
on the CARS program for the A415 data entry.

¢ The Administrative files are overdone. It is recommended that files not being used at the
current time be eliminated.

¢ Itisrecommended the security code on the postage meter be changed and the access code
be limited to only those personnel directly responsible for mail procedures.

Licutenant D. Knoff conducted the Occupational Safety (chapter 12) evaluation. Lieutenant
Knoff noted the following:

¢ On August 26, 2008, Sergeant L. Logan, of the Bakersfield Area, conducted an informal
occupational safety evaluation. The results of the evaluation were forwarded to the
Central Division Occupational Safety Coordinator. During the formal evaluation,
Licutenant Knoff discussed the informal evaluation with Sergeant Logan. During the
discussion, Sergeant Logan identified several items from the informal evaluation that had
required action, He further explained all identified items had been competed and action
taken to remedy any discrepancies, No further action is required.

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI 076



Bakersfield Area
Page 2
November 6, 2008

Sergeant L. Vander Mel conducted the Special Functions (chapter 15) evaluation. No significant
discrepancies were noted. Based upon the procedures and checklist provided and the interviews
of the affected personnel, the Bakersfield Area’s special functions are functioning within
guidelines set forth in HPG 22.1, Area Resources Guide.

D.W. KNOFF, Lieutenant
Commander

cc: Assistant Chief R. Clements
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated” box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION
/! Formal Evaluation

SUSPENSE DATE
[ Informal Evaluation

FOLLOW-UP REQUIRED

il Yes

(] correction Report COMMANDER

&) No BY

FATE
XI5, /&Z

CORRECTED

1. CLE RtCAL TASKS ?f:;UATEO RNC;ON REQUIRED
a. s the office well organized? _ V] Yes (] No
(1) Are there written job d;scriptions? Vi ?es [JNo B
(a) Does clerical staff have their job description at their desk’? ) V] Yes [J No
- _(b) Does clerical ;t-aﬁ understand what is expected of them? - WV Yes [J No
(2) Are similar activities grouped together to promote efficiency? : M Yes L] No
(3) If tape recorders are used, can clerical employees transcribe effectively? V] Yes [ ] No
(4) Is the clerical staff knowledgeable in the use of personal computers, filing re;,lirements, information
security, etc.? W] Yes [1No
h (8) Can another clerical employee assume the duties of a clerical employee who is absent? W] Yes (1 No
b. Is the Office Ser\I/ices Supervisor (OSS) effective? V] Yes (I No -
(1) Does he/she properly apply management philosophies and supervisory skills? V] Yes L] No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? V] Yes L1No
(b) Is the clerical supervisor an effective manager? W Yes [ No
(2) Does the 0SS identify employes with supervisory potential? V] Yes [ No
(@) Does he/she assist employees in the preparation of written plans for progressive career
development? V] Yes [ ] No
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? V] Yes ] No
(¢) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? W Yes (] No
(3) Does the supervisor set a good example? M Yes LI No
(a) Does he/she show a willingness to assist subordinate personnel? M Yes (] No
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? V] Yes (I No
(4) If there is more than one 0SS, is the work and supervision evenly distributed? (] Yes ] No
(5) Does the OSS participate in Area staff meetings? V] Yes LI No
HP 453E (Rev. 5-06) Page 1 Destroy Previous Editions c453e506.frp
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. EVALUATED ACTION REQUIRED CORRECTED
2. FILING SYSTEM
Yes No - -
a. ls the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? M Yes ) No
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? W] Yes I No
(1) How far back are accident reports being maintained? 4 years plus current year.
(2) s there a filing backlog? V] Yes (I No
(3) s there evidence of recent office review? M Yes L] No
(4) How are Management and All Commanders Memorandums filed and purged? Memorandums are filed administratively by
the OSS 11 and purged on a 5 year cycle.
(56) Are Training and Information Bulletins filed? I Yes (] No
(@) If so, how are they located? They are located in logs and binders.
(6) Do all clerical employees understand the filing system? ] Yes (1 No
(7) Does the Area have an effective suspense system? W] Yes [ No
(a) Do all supervisors take advantage of the suspense system? V] Yes (JNo
c. Are personnel files properly secured and access limited? V] Yes [ No
(1) Are the requirements of the Information Practices Act being followed? M Yes [J No
(2) s a periodic review done on a regular basis? ) Yes [(J No
(@) Ifso, how often? Annual review at 118 evaluation.
(3) Is annual employee review and updating conducted as required? V] Yes (] No
(4) Are only required or permitted items contained in personnel folders? ] Yes [J No
X i EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS
- Yes No
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? WV Yes [J No
(1) Has the Area designated a specific person to release criminal offender record information? V] Yes [ INo
(@) Do any other persons release this information? V] Yes ] No
(b) Has the designated person completed the required training? W] Yes L] No
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? V] Yes L No
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? ) Yes [ No
(a) Are entries maintained for the prescribed period of time? W Yes [ No
o ROC R R R T TevALUATED ACTION REQUIRED CORRECTED
. FISCAL'P O EPURES. i - G . | Yes No
a. Have discrepancies on the most current audit reports been corrected? WVl Yes (] No
‘HP 453E (Rev. 5-08) Page 2 Destroy Previous Editions ¢4536506.frp
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(1) Are all change fund and collections handled and processed accordlng to policy? V] Yes [ No
(a) Are counter recelpts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? W1 Yes (I No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? V] Yes L1 No
(c) Is there a separation of duties between cashier responsibilities and transmittal of collections? V] Yes []No
(d) Are collections and change funds safeguarded? E] Yes L1 No
(e) Are checks promptly endorsed and cash receipts reconciled daily? v Yes L] No
(f)  Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? W Yes [ No

(@) What specific guidelines are in place for security control and accountability? Separate petty cash and change fund;

Quarterly audits conducted.

(h) Is a supervisor responsible for review of the system? Vi Yes- [1No
() Do total collections agree with the total amount of counter receipts and DL45s issued? /] Yes (JNo
() Are counter receipts and transmittal records prepared properly? VI Yes [ No
(k) Are surprise counts of funds performed and documented by the commander or designee? M Yes [ JNo
(2) Are security and accountability procedures in place for the petty cash fund? W] Yes ) No
(a) Is the petty cash fund used only for authorized purchases within the limited amount? V] Yes ] No
(b) Are valid authorizations on file? V] Yes J No
(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? W Yes J No
(d) Are there adequate procedures to ensure purchases are properly authorized? W Yes 1 No
(e) Are surprise counts performed by someone not involved in handting the petty cash fund? V) Yes [J No
(3) Are X-Number services proper and within departmental and state policy? W] Yes [ No
(a) Are services procured over $4,999.997 (] Yes ] No
(b) Is the amount limit circumvented by splitting procurements? [] Yes V] No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? W] Yes (] No
(d) Do invoices itemize charges and reference X-Numbers? V] Yes LI No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ] Yes [ I No
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? V] Yes [ No
(b) Are purchases within established policy? M Yes [ No
(c) Are three price quotations obtained and documented on a CHP 315X? WV Yes L] No
(d) Is the bank card log completed properly? W Yes I No
HP 453E (Rev. 6-06) Page 3 Destroy Previous Editions ©4536506.frp
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ] Yes J No

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? W] Yes (I No

b. What controls does the commander have in place to ensure timely transmittals of monies? Weekly transmittals are taken to

the post office each Friday. Transmittals are reviewed by the Commander or his designee.

— — S — e e

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1 ,000 in cash and

$10,000 total collections, or at the close of business each Thursday? M Yes [ JNo
(2) Are monies rec;e‘d—for DL45s, California Special Driver's Ceriiﬁca:?a_s;t forfeiture, reimhursabie: -
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? V) Yes [ I No
___(3) Are "no collection” transmittals sent when appropriate? - W Yes L] No
___(_4)__D;tire sale trans;c—tit;;; comply;th policy? i o M Yes L] No
C. ls security of the postage machine adequate? - o - W] Yes [J No
- 1) Is t‘he_machine tocked when not in use? a - V] Yes [JNo
a _—(é)_l_s_tr;;neter reading documented as required? | B V] Yes (1 No
(3) s there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? V] Yes [ No
iy EVALUATED ACTION REQUIRED CORRECTED
. SUPPLY REQUISITIONS (CHP 41) Yes No
a. Are requisitions prepared properly? (/] Yes (] No
(1) Who prepares them? Clerical staff (Melissa Lara)
(2) Has a practical stock level been established and maintained? W] Yes [J No
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? V] Yes L1 No
(a) lIsthe quarterly requisition period for this command adhered to? W Yes [J No
(b) s there a high number of emergency requisitions? [ Yes M No
b. Are items stored properly in a storeroom? V] Yes LI No
(1) Is there convenient access for regularly used items? V] ves (I No
(2) Have obsolete items been removed? W Yes U No
e e EVALUATED ACTION REQUIRED CORRECTED
SUPPLIES _. . Yes No
a. Are all cameras assigned to the command accounted for? : M Yes [ No
(1) Are camera cases clean and do they contain the required accessories? V] Yes [INo
(2) Is camera maintenance assigned to a particular individual? ] Yes [ No
(a) What is his/her preventative maintenance schedule? Cameras are checked on a yearly basis by a supervisor to ensure
they are in good working order.
. Are all extenders assigned to the command accounted for? WV Yes [(INo
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(1) Is there adequate security for extender batteries and other supplies? /) Yes [L] No
; OFFICE EQUIPMENT r:vm:unreo ACTIONREQUIRED | CORRECTED
) Yes No

a. Are office machines in good condition and properly maintained? V] Yes [ No
(1) Is the vendor complying with maintenance contract provisions? V] Yes (I No
(2) Is there a shortage or surplus of machines? []Yes ] No

b. Is the Management Information System (MIS) used properly? - W1 ves [ 1 No
(1) Who is authorized to use the equipment?  All clerical pers;)nneL o
(2) How is training provided, and by whom? “ Training is provided by Area personnel with knowledge of the MIS.
(3) Is there a usage schedule for uniformed and nonuniformed personnel? [J Yes ] No
(4) Are there controls in piace to ensure confidentiality? o V] Yes [ No
(6) Are all personnel aware of how to request repairs after normal business hours? /] Yes [ No
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? W Yes J No

(7) What system is used to ensure proper routing of MIS information? Lieutenant reviews and routes incoming MIS information.

C. Are personal computers used properly? /] Yes L] No
(1) Who is authorized to use the equipment? All Area employees.
(2) How is training provided, and by whom? Officer Ceregatti is the computer/LAN coordinator and provides training on an as
needed basis to Area personnel.
(@) How many employees are trained in its use? All Area employees.
(3) Are there restrictions on the time its used? []Yes V1 No
(a) Is there a schedule for uniformed and nonuniformed employees? ] Yes ) No
(4) s confidential or sensitive information being stored on a PC hard drive? W Yes (] No
(@) If so, is the PC password protected? V] Yes O No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives keptin a
secure area? W Yes (] No
(6) What is the PC being used for? Work related reports and electronic mail.
(6) Are controls present to prevent inappropriate/personal use of the computer? V] Yes [ No
HP 453E (Rev. 5-06) Page 5 Destroy Previous Editions ¢453e506.1p
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(7) Are backup procedures being performed on a regular basis? /] Yes L1 No
(a) Where applicable, are backup disks stored in a secure area? o B V] Yes (J No
(8) Are P.C manuals and ofh_er documentation available to all usérs? V] Yes (] No
(9) What procedures are in place to ensure out-of—d;te documents and files -are purged? ' The LAN/computer coordinator o

periodically reviews documents and files to ensure Area has the most current information and older forms are purged.

(10) Are employees aware of the availability of assistance in resolving computer related problems? W] Yes (LI No
(11) Is anti-virus software regularly utilized on all state-owned PCs? ] Yes L] No
- N EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS
Yes No B 2
a. Does the office have extended office hours? [Jyes - WNo
(1) If s0, are they adequate and effective? (] Yes (JNo
b. Are persons served promptly and courteously? W Yes (] No
(1) Are backup personnel immediately available? V] Yes [1No
(2) Is telephone service both efficient and effective? M Yes [ I No
(3) Are limited duty personnel used for receptionist duties and answering telephones? W] Yes [JNo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? ] ves (I No
e I . “E [ - EVALUATED ACTION REQUIRED CORRECTED
}. SCHOOL BUS BRIVER EXAMINATIONS Yies No

a. s school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  School bus driver testing is a function of special duty.

(1) Are tests and test keys kept in a secure place? W Yes (] No
(2) How are interested parties advised of testing procedures? Sponsorship through school district.
(a) Are exams graded in the presence of the applicant, and missed questions discussed? M Yes [ No
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? V] Yes (] No

(3) How are test disposed of? Shredded.

V] Yes ] No
| evaLuaTED ACTION REQUIRED CORRECTED
1 ) P 3 ) o R Yy s . . Yes No
a. s there a systematic method of coordinating court appearance matters? ] Yes (I No

HP 453E (Rev. 5-06) Page 6 Destroy Previous Editions c453e506.frp
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(1) What controls are in place to ensure officers appear in court? Area supervisors conduct periodic checks on officers' court

appearances and documentation is made in the CHP 118 log.

(a) How are appearances minimized following cancellations? The subpoena clerk notifies the officer by phone if they are not

scheduled for work prior to the court appearance or by written notice when they return to work, prior to the court appearance.

(b) How are "short notice" cancellations minimized? As soon as the subpoena clerk is notified of a cancellation by the court,

the clerk makes notification to the officer to minimize "short notice" cancellations.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? W] Yes (] No
(3} Who is responsible for managing the process? SUBTCENA (LERL-
(a) Are court officers performing duties that could be handled by clerical personnel? (] Yes V] No
1 EP RTMENTAL M N ) EVALUATED ACTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS Yes No
a. Are the number of autharized libraries being maintained? V] Yes ] No
(1) Are the libraries convenient for those who must use them? V] Yes (I No

(@) What controls are in place for "loaning" manuals to employees?

All manuals are available to employees through the

online publications . No manuals are "loaned" out to employees.

(2) Are publications distinctively marked so they can be readily identified? V] Yes [ INo
(a) Are the number of libraries e*cessive or sufficient?  Sufficient.
(b) Is there a listing available of what should be in each library? V] Yes [ No
(3) Are publications kept up-to-date? M Yes ] No
(4) Who files publication changes? Front desk officer.
‘HP 453E (Rev. 5-06) Page 7 Destroy Previous Editions 4530506,
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. |f this
form is used as a Correction Report, the “Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
(O] Formal Evaluation Informal Evaluation
FOLLOW-UP REQUIRED [ Gorrection Report COMMANDER'S REVIEW DATE
[(JYes No
BY ) -
EVALUATED ACTION REQUIRED CORRECTED
1. CLERICAL TASKS 1 Jacobs Yes Yes
a. lIs the office well organized? Yes [INo
(1) Are there written job descriptions? Yes [JNo
(a) Does clerical staff have their job description at their desk? Yes [JNo
(b) Does clerical staff understand what is expected of them? Yes [1No
(2) Are similar activities grouped together to promote efficiency? Yes [INo
(3) If tape recorders are used, can clerical employees transcribe effectively? Yes [JNo

(4) Is the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? Yes [JNo
(8) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [INo
b. Is the Office Services Supervisor (OSS) effective? Yes [No
(1) Does he/she properly apply management philosophies and supervisory skKills? Yes [No
(@) Does he/she have the authority and backing necessary to effectively supervise subordinates? Yes [INo
(b) s the clerical supervisor an effective manager? Yes [INo
(2) Does the OSS identify employes with supervisory potential? dyes [No
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? [dYes [ONo
o (b) Have special interests been identified and educational opportunities and/or departmental training

been afforded the employees? Yes [1No

(c) Bas the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? [ Yes No
(3) Does the supervisor set a good example? Yes [JNo
(a) Does he/she show a willingness to assist subordinate personnel? Yes [JNo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Yes [No
(4) If there is more than one 0SS, is the work and supervision evenly distributed? Yes [JNo
(56) Does the OSS participate in Area staff meetings? Yes [INo
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2 FlLlNG SYSTEM EVALUATED ACTION REQUIRED CORRECTED
) J. Keaster Yes Yes
a. Is the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? OYes No
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [INo
(1) How far back are accident reports being maintained? 4 years
(2) Is there a filing backlog? [1Yes No
(3) Is there evidence of recent office review? Yes [1No
(4) How are Management and All Commanders Memorandums filed and purged? They are given to the Commander, then they are
routed accordingly. Purged per the Record Retention Schedule.
(5) Are Training and Information Bulletins filed? Yes [No
(a) Ifso, how are they located?  In the Commanders office and in the hall way library that is easily accessible.
(6) Do all clerical employees understand the filing system? Yes [JNo
(7) Does the Area have an effective suspense system? Yes [INo
(@) Do all supervisors take advantage of the suspense system? Yes [JNo
¢. Are personnel files properly secured and access limited? Yes [JNo
(1) Are the requirements of the Information Practices Act being foliowed? Yes [INo
(2) Is a periodic review done on a regular basis? Yes [JNo
(a) If so, how often? Quarterly
(3) Is annual employee review and updating conducted as required? Yes [JNo
(4) Are only required or permitted items contained in personnel folders? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS i
J. Keastel None
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [No
(1) Has the Area designated a specific person to release criminal offender record information? Yes [JNo
(a) Do any other persons release this information? [JYes No
(b) Has the designated person completed the required training? Yes [INo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [JNo
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? Yes [No
(a) Are entries maintained for the prescribed period of time? Yes [JNo
A CED EVALUATED ACTION REQUIRED CORRECTED
4. FISCAL PRO URES I Keaster None
a. Have discrepancies on the most current audit reports been corrected? Yes [INo
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(1) Are all change fund and collections handled and processed according to policy? Yes [No
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [JNo
(b) Are "voided" or “no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? Yes [No
(c) Isthere a separation of duties between cashier responsibilities and transmittal of collections? Yes [No
(d) Are collections and change funds safeguarded? Yes [No
(e) Are checks promptly endorsed and cash receipts reconciled daily? Yes [JNo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? Yes [INo

(9) What specific guidelines are in place for security control and accountability? All items are in locked drawers.

(h) Is a supervisor responsible for review of the system? Yes [INo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
(iy Are counter receipts and transmittal records prepared properly? Yes [1No
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [JNo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [1No
(a) Isthe petty cash fund used only for authorized purchases within the limited amount? Yes [INo
(b) Are valid authorizations on file? Yes [JNo
(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Yes [No
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes []No
(e) Are surprise counts performed by someone not involved in handiing the petty cash fund? Yes [No
(3) Are X-Number services proper and within departmental and state policy? Yes [No
(@ Are services procured over $4,999.997 Yes [No
(b) Is the amount limit circumvented by splitting procurements? JVYes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [JNo
(d) Do invoices itemize charges and reference X-Numbers? Yes [JNo
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [No
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? Yes []No
(c) Are three price guotations obtained and documented on a CHP 315X? Yes [No
(d) Is the bank card log completed properly? Yes [No
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor?

Yes

[No

() s there a reconciliation of the monthly bank card statement, and does it have supervisory approval?

Yes

No

b. What controls does the cammander have in place to ensure timely transmittals of monies? The transmittal is prepared and signed by

the Commander every Friday morning,.

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes . [INo
(2) Are monies received for DL45s, Califc-)rnia Special Driver's Certificate, asset forfeiture, reimbursables, -
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo
(3) Are "no collection” transmittals sent when appropriate? Yes [1No
(4) Do tire sale transactions comply with policy? . Yes []No .
c. ls security of the postage machine adequate? Yes [JNo
(1) Is the machine locked when not in use? Yes [JNo
(2) s the meter reading documented as required? Yes [INo
(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) 1. Keaster None
a. Are requisitions prepared properly? Yes [INo
(1) Who prepares them? Office Assistant, Office Supervisor. and Auto Tech.
(2) Has a practical stock level been established and maintained? Yes [dNo
(3) ls there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) s the gquarterly requisition period for this command adhered to? Yes [No
(b) . Is there a high number of emergency requisitions? [ Yes No
b. Are items stored properly in a storeroom? Yes [No
(1) s there convenient access for regularly used items? Yes []No
(2) Have obsolete items been removed? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
B, SURHEES J. Keaster None
a. Are all cameras assigned to the comma_nd accounted for? Yes [ONo
(1) Are camera cases clean and do they contain the required accessories? Yes [JNo
(2) s camera maintenance assigned to a particular individual? Yes [No
(@) What is his/her preventative maintenance schedule? Quarterly or as needed
b. Are all extenders assigned to the command accounted for? Yes [ONo
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(1) Isthere adequate security for extender batteries and other supplies? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT ] Keaster N
a. Are office machines in good condition and properly maintained? Yes [JNo
(1) Is the vendor complying with maintenance contract provisions? Yes [INo
(2) s there a shortage or surplus of machines? [1Yes No
b. s the Management information System (MIS) used properly? Yes [JNo

(1)

Who is authorized to use the equipment?  Office Supervisor, Sergeants and Office Assistant.

)

How is training provided, and by whom? By the Office Supervisor, Sergeants and other office personnel who have been trained

by the vendor on proper operation.

(3) Is there a usage schedule for uniformed and nonuniformed personnel? []Yes No
(4) Are there controls in place to ensure confidentiality? Yes [INo
(5) Are all perscnnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? Yes [JNo
(7) What system is used to ensure proper routing of MIS information? Monitored by the Supervisors.
c. Are personal computers used properly? Yes [INo

()

Who is authorized to use the equipment?  CHP employees who have been properly trained, and have a need to use them.

@)

How is training provided, and by whom? Officer Thoma, Lan co-ordinator trains all CHP employees in need of training.

(a) How many employees are trained in its use? 30

(3) Are there restrictions on the time its used? [ VYes No
(a) Is there a schedule for uniformed and nonuniformed employees? Oves No
(4) s confidential or sensitive information being stored on a PC hard drive? Yes [No
(a) If so, is the PC password protected? Yes [No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? Yes [JNo
(6) What is the PC being used for?  Routine duties required for Departmental operation.
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [No
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(7) Are backup procedures being performed on a regular basis? Yes [INo
() Where applicable, are backup disks stored in a secure area? Yes [JNo
(8) Are PC manuals and other documentation available to all users? Yes [JNo

(9) What procedures are in place to ensure out-of-date documents and files are purged?  Area consistently checks the revision dates

and purges when necessary.

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes []No
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [INo
. EVALUATED ACTION REQUIRED CORRECTED
-8. PUBLIC CONTACTS S
J. Keaster None
a. Does the office have extended office hours? [1Yes No
(1) If so, are they adequate and effective? OYes [No
b. Are persons served promptly and courteously? Yes [INo
(1) Are backup personnel immediately available? Yes [No
(2) Is telephone service both efficient and effective? Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [INo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS ] Keaster Nong

a. ls school bus driver testing a special duty or a clerical function, or is a fuli-time school bus coordinator
assigned?  Special Duty.

(1) Are tests and test keys kept in a secure place? Yes [INo

(2) How are interested parties advised of testing procedures?  The school bus Officer makes his own appointments with school

supervisors.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [JNo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [INo

(3) How are test disposed of?  Cross shredded.

(4) s there a specific date and time set aside for testing? [JYes No
- B EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES I. KesteEr None
a. s there a systematic method of coordinating court appearance matters? Yes [JNo
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(1) What controls are in place to ensure officers appear in court? Supervisors monitor subpoenas and check 415's to ensure

attendance, regular court visits by Sergeants during testimony, and a Court calendar is posted in the briefing room advising

Officers of court dates and times.

(a) How are appearances minimized following cancellations? If the Officer is working, a call off is placed in his office mail box.

If the Officer is not working, a phone call is made to his residence.

{b) How are "short notice" cancellations minimized? The Officer is notified as soon as the court notifies the Area office. 1f the

Area sees an increase in short notice cancellations, then a meeting is scheduled with the District Attorney to resolve the issue.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? Yes [JNo

(3) Who is responsible for managing the process?  Office Supervisor,

(a) Are court officers performing duties that could be handled by clerical personnel? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS 1. Keaster Niogie
a. Are the number of authorized libraries being maintained? Yes [JNo
(1) Are the libraries convenient for those who must use them? Yes [INo

(a) What controls are in place for "loaning" manuals to employees? A sign out card.

(2) Are publications distinctively marked so they can be readily identified? Yes [dNo

(a) Are the number of libraries excessive or sufficient?

(b) Is there a listing available of what should be in each library? Yes [JNo

(3) Are publications kept up-to-date? Yes [No

(4) Who files publication changes? The Commander files his own after reading them, Sergeants are responsible for the secondary

library.

#10 Court Information Procedures.
(3) (A) Clerical personnel could process the subpoenas for distribution and maintain the subpoena log, however, currently the court and

subpoena Officers co-ordinate and track the subpoenas.
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SUBJECT: AREA MANAGEMENT EVALUATION OFFICE MANAGEMENT DATE: 12/12/2008
“SECTIONS COMMENTS
2. FILING SYSTEM The formal audit that was preformed in Nov/Dec, 2008, noted that Area did not have a Area's file

euide in place. The Office Supervisor is in the process of creating the files for the 2009 year. The

Area filing guide will be implemented at that time.
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
Formal Evaluation [) Informal Evaluation
FOLLOW-UP REQUIRED [PIeeagiEn Report COMMANDER'S REVIEW DATE
Hves Mt BY L 12/30/2008
1. CLERICAL'TASKS = P j . ?:’j,l_;;;‘:zﬁgoﬁ :j;li?:REOUIRED CORRECTED
a. s the office well organized? Yes [INo -
(1) Are there written job descriptions? Yes [JNo
(a) Does clerical staff have their job description al their desk? Yes [INo
(b) Does clerical staff understand what is expected of them? Yes [ JNo
(2) Are similar activities grouped together to promote efficiency? Yes [JNo
(3) If tape recorders are used, can clerical employees transcribe effectively? Yes [JNo
(4) Is the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? Yes [JNo
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [JNo
. b. s the Office Services Supervisor (0SS) effective? Yes [JNo
(1) Does he/she properly apply management philosophies and supervisory skills? Yes [INo
(a) Does hefshe have the authority and backing necessary to effectively supervise subordinates? Yes [No
(b) s the clerical supervisor an effective manager? Yes [JNo
(2) Does the 0SS identify employes with supervisory potential? Yes [INo
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? Yes [No
(b) Have special interests been identified and educational opportunities and/(;r departmental training
been afforded the employees? Yes [JNo
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? Yes [JNo
(3) Does the supervisor sel a good example? Yes [JNo
(a) Does he/she show a willingness to assist subordinate personnel? Yes [JNo
(b) Does he/she know when to act, when to delegate, and when o refer to a supervisor? Yes [JNo o
(4) If there is more than one OSS, is the work and supervision evenly distribuled? /l//«,;) [OYes [ONo
Yes [JNo

(5) Does the OSS parlicipate in Area staff meetings?
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IN SYSTEM EVALUATED ACTION REQUIRED CORRECTED
2. FILING-SYST 12/30/2008 NONE
a. s the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [INo
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [INo
(1) How far back are accident reports being maintained? 4 YEARS ROTATING
(2) s there a filing backlog? [ ves No
Yes [JNo

(3) s there evidence of recent office review?

(4) How are Management and All Commanders Memorandums filed and purged? Spis,, LL., & OSSI file respectively and purge when

the All Commanders Memos become policy

(5) Are Training and information Bulletins filed? Yes [No
(a) Ifso, how are they located? By date in a binder located in the Clerical area.
(6) Do all clerical emp'loyees understand the filing system? Yes [JNo
(7) Does the Area have an effective suspense system? Yes [JNo
(a) Do all supervisors take advantage of the suspense system? [JYes No
¢. Are personnel files properly secured and access limited? Yes [JNo
(1) Are the requirements of the Information Practices Act being followed? Yes [INo
(2) s a periodic review done on a regular basis? Yes [INo
(a) Ifso, how often? At the time of annual review
(3) ls annual employee review and updating conducted as required? Yes [JNo
(4) Are only required or permitted items contained in personnel folders? Yes [No
= = T L : : - EVALUATED ACTION REGUIRED CORRECTED
3. SECURITY OF.C—RIMIINA-LT-REC:ORDS_ 12/30/2008 None
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [JNo
(1) Has the Area designated a specific person to release criminal offender record information? Yes [INo
(a) Do any other persons release this information? [dYes No
(b) Has the designated person completed the required training? Yes [ INo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [JNo
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? [JYes No
(a) Are entries maintained for the prescribed period of time? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
4. FISCAL-PROCEDURES 12/30/2008 NONE
Yes [JNo

a. Have discrepancies on the most current audit reports been corrected?

Mendray Drai

ane Edilinne
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(1) Are all change fund and collections handled and processed according to policy? Yes []No

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [JNo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Management Seclion? [JYes No
(c) Is there a separation of dulies between cashier responsibilities and transmittal of collections? Yes [JNo
(d) Are collections and change funds safeguarded? Yes [JNo
(e) Are checks promptly endorsed and cash receipts reconciled daily? Yes [JNo

() Are counter receipts and DL45s that are issued in sequence accounted for and returned
[Jvyes No

to Fiscal Management Section upon completion?

(g) What specific guidelines are in place for security control and accountability?  Fiscal items are secured under lock and key.

(h) s a supervisor responsibie for review of the system? Yes [JNo
(iy Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
(i) Are counter receipts and transmittal records prepared properly? Yes [No
o (k) Are surprise counts of funds performed and documented by the commander or designee? Yes [JNo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [JNo
(a) Is the petty cash fund used only for authorized purchases within the limited amount? Yes [INo
E Are valid authorizations on file? Yes [No

(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? [JYes No
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [INo
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [No
(3) Are X-Number services proper and within departmental and state policy? Yes [INo
(a) Are services procured over $4,999.997 [ Yes No
(b) Is the amount limit circumvented by spiitting procurements? [ Yes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ] Yes No
(d) Do invoices itemize charges and reference X-Numbers? Yes [JNo
(4) Are ;amk cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [JNo
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? Yes [ No
(c) Are three price quotations obtained and documented on a CHP 315X7 []Yes No
Yes [No

(d) s the bank card log completed property?
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [JNo
(f) s there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Yes [JNo

b. What controls does the commander have in place to ensure timely transmittals of monies? Commander purchases the money order on a

weekly basis and signs the transmitlals when they are completed,

(1) Are collections sent to Fiscal Management Section al the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes [JNo
(2) Are monies received for DL45s, California Special Driver's Certificate, assel forfeiture, reimbursables,
evidence, etc., handied appropriately by coordinating transmittal with the Area cashier? Yes [JNo
o (3) Are "no collection" transmittals sent when appropriate? Yes [JNo
(4) Do tire sale transactions comply—V\;ith policy? Yes [INo
c. Is security of the postage machine adequate? Yes [_:]NT o
(1) Is the machine locked when notTn use? Yes [JNo
(2) Is the meter reading documented as required? /(//‘4 OYes [No
(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? /¢ //3 [(JYes [INo
- : ' EVALUATED ACTION REQUIRED CORRECTED
5. 'SUPPDY:{REQUISI.-‘I?I_ONS"I(C'HFf=4=1_;) ; 12/30/2008 Woiié
a. Are requisitions prepared properly? Yes [No
(1) Who prepares them? OSSI
(2) Has a practical stock level been established and maintained? Yes [JNo
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) Is the quarterly requisition period for this command adhered to? Yes [INo
(b) Is there a high number of emergency requisitions? [JYes No
b. Are items stored properly in a storeroom? Yes [INo
(1) s there convenient access for regularly used items? Yes [No
(2) Have obsolete items been removed? (JYes No
EVALUATED ACTION REQUIRED CORRCCTED
B SUPRRIES 12/30/2008 None
a. Are all cameras assigned to the command accounted for? Yes [JNo
(1) Are camera cases clean and do they contain the required accessories? Yes [ No
(2) 1s camera maintenance assigned to a particular individual? o Yes [No
(a) Whalis his/her preventative maintenance schedule?  When required
Yes [JNo

b, Are all extenders assigned to the command accounted for?
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(1) Is there adequate security for extender batteries and other supplies? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT 12/30/2008 Niiia
a. Are office machines in good condition and properly maintained? Yes [INo
(1) s the vendor complying with maintenance contract provisions? Yes [JNo
(2) ls there a shortage or surplus of machines? [JYes No
b. Is the Management Information System (MIS) used properly? Yes []No
(1) Who is authorized to use the equipment?  All employees
(2) How is training provided, and by whom?  LAN Coordinator
(3) s there a usage schedule for uniformed and nonuniformed personnel? /\//ﬂ [OYes [JNo
(4) Are there controls in place to ensure confidentiality? Yes [JNo
(5) Are all personnel aware of how to request repairs after normal business hours? [JYes No
(6) Isthe MIS used to send messages to other offices in lieu of formal memorandums? Yes []No
(7) What system is used to ensure proper routing of MIS information? E-mail
c. Are personal computers used properly? . Yes [JNo
(1) Who is authorized to use the equipment?  All employees
(2) How is training provided, and by whom? LAN Coordinator
(a) How many employees are trained in its use? Alf employees
(3) Are there restrictions on the time its used? [JYes No
(a) s there a schedule for uniformed and nonuniformed employees? OYes No
(4) s confidential or sensitive information being stored on a PC hard drive? [1Yes No
(a) If s0, is the PC password protected? Yes [JNo
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives keptin a
secure area? Yes [INo
(5) Whatis the PC being used for?  All daily work
Yes [JNo

(6) Are controls present to prevent inappropriate/personal use of the computer?
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(7) Are backup procedures being performed on a regular basis? Yes [JNo
(a) Where applicable, are backup disks stored in a secure area? Yes [JNo
- a [Jves No

(8) Are PC manuals and other documentation availabie to all users?

(9) What procedures are in place to ensure out-of-date documents and files are purged? 0SS reviews and purges approximately

every six months

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [ JNo
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [JNo
. ] CONTACTS bl A Wt . EVALUATED ACTION REQUIRED CORRECTED
8, RUBLICYC DN - (1273012008 None
a. Doaes the office have extended office hours? [Jyes No
(1) If so, are they adequate and effective? OdYes [No
b. Are persons served promptly and courteously? Yes [_JNo
(1) Are backup personnel immediately available? Yes [JNo
(2) s telephone service both efficient and effective? Yes [INo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [1No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [JNo
= H(‘D'OL‘BUS‘DRIVER"IE'X‘A‘ I.N TIONS [evaLuateD ACTION REQUIRED CORRECTED
B B H O B e E 12/30/2008 None
a. s school bus driver testing a special duty or a clerical function, or is a fuli-time school bus coordinator
assigned?  Special Duty
(1) Are tests and test keys kept in a secure place? Yes [JNo
(2) How are interested parties advised of testing procedures?  Proper channels for schools and churches
(a) Are exams graded in the presence of the applicanl, and missed questions discussed? Yes [1No
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [JNo
(3) How are test disposed of?  Shredded
(4) s there a specific date and time set aside for testing? (] Yes No
U ORMATION OCE 5 EVALUATED ACTION REQUIRED CORRECTED
10. COURT INF 1k PR DURE 12/30/2008 Koiie
Yes [No

a. |s there a systematic method of coordinating court appearance matters?
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(1) What controls are in place to ensure officers appear in courl? Local courts advise Area if officers are not in attendance,

(a) How are appearances minimized following cancellations? Officers are notified by cancellation notice if on duty, phone calls

are made if on days off,

(b) How are "short notice" cancellations minimized? Cancellation notices and phone calls,

(2) Are CHP 90s, Report of Court Appearance ~ Civil Action, properly distributed and completed on all
appropriate cases? Yes [JNo

(3) Who is responsible for managing the process?  Subpoena Clerk

(a) Are court officers performing duties that could be handled by clerical personnel? [dYes No
T TR, BN eI e - [EVALUATED ACTION REQUIRED CORRECTED
M S iarson008 None
a. Are the number of authorized libraries being maintained? ' Yes [INo
Yes [No

(1) Are the libraries convenient for those who must use them?

(a) What controls are in place for "loaning" manuals to employees?  Employees can request and sign out manuals from the OSSI

if not available through the intranet

(2) Are publications distinctively marked so they can be readily identified? Yes [INo
(a) Are the number of libraries excessive or sufficient? Sufficient

(b) Is there a listing available of what should be in sach library? [JYes No

Yes [JNo

(3) Are publications kept up-to-date?

{(4) Who files publication changes?  Sgl., LL,, or Clerical personnel, depending on where the library is.




BUTTONWILLOW AREA 426
Chapter 5 Inspection
12/30/2008

3. Security of Criminal Records

(2) D.0.J. no longer requires a log to be kept, provided the officer who is running the
criminal history has entered all the appropriate information on the MIS screen.

4. Fiscal Procedures

(1) (b) Fiscal Management Section no longer requires the DL45 be forwarded to them.

(1) (f) The yellow copy of the counter receipt is sent in the transmittal weekly. The
DL45’s are no longer required. '

(2) (c) Std. 439 is no longer used.

(3) (¢) Price quotations are obtained when applicable. The Area is so remote that this
procedure is not always possible.

5. Supply Requisitions (CHP 41)

b (2) Obsolete items are in the process of being purged.

9. School Bus Driver Examinations

(4) Specific date and time is set on an as needed basis. School Districts and churches are

limited in this area.
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
/) Formal Evaluation  [_] Informal Evaluation
FOLLOW-UP REQUIRED D Correction Report COMMANDER'S REVIE L/ DATE
YK T 4R
(] Yes /] No BY / al Z/
1_' CLERICALTASKS . - ¢ & 5 =y EVALUATED ACTION REQUIRED CORRECTED
iy ST . _ 1 10/30/2008
a. Is the office well organized? M Yes I No
(1) Are there written job descriptions? W Yes (I No
(a) Does clerical staff have their job description at their desk? M Yes ] No
(b) Does clerical staff understand what is expected of them? V] Yes (I No
(2) Are similar activities grouped together to promote efficiency? W Yes (] No
(3) If tape recorders are used, can clerical employees transcribe effectively? ] Yes I No
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? M Yes J No
(6) Can another clerical employee assume the duties of a clerical employee who is absent? M Yes (J No
b. [sthe Office Services Supervisor (OSS) effective? M Yes U No
(1) Does he/she properly apply management philosophies and supervisory skilis? ) Yes (3 No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ) Yes [J No
(b) Is the clerical supervisor an effective manager? N Yes [ ] No
(2) Does the OSS identify employes with supervisory potential? ) Yes I No
(@) Does he/she assist employees in the preparation of wrilten plans for progressive career
development? ’_Dun_w-\ \I&M-b\l Neureo W] Yes [ No
(b) Have special interests been identified and educational opportunities and/or departmental fraining
2
been afforded the employees? OITn0E “Tohvnwna v Ausmlaale M Yes [J No
(c) Hasthe CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? W] Yes LI No
(3) Does the supervisor set a good example? M Yes [ No
(a) Does he/she show a willingness to assist subordinate personnel? /) Yes [ No
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? /] ves (1} No
(4) If there is more than one 0SS, is the work and supervision evenly distributed? M Yes [ No
(58) Does the OSS patticipate in Area staff meetings? ) Yes ] No

CHP 453E (Rev. 5-06) Page 1 Destroy Previous Editions 453506 frp
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o i T [Evawuateo ACTION REQUIRED CORRECTED

2. FILING SYSTEM

16 /30 f2c08

a. Isthe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Gulde? Greatevol Eles  chieced MYes  [No

b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? ] Yes (I No

(1) How far back are accident reports being maintained? = e vS

(2) s there a filing backlog? [J Yes ] No
(3) Is there evidence of recent ofiice review? T Ay ud A Q\ (S M Yes [ No
(4) How are Management and All Commanders Memorandums filed and purged? FILED BY NUMBER

AND PURGED BY COMMANDIER

(5) Are Training and Information Bulletins filed? M Yes [J No
(@) If so, how are they located? BRIEFING ROOM

(6) Do all clerical employees understand the filing system? /) Yes [ No

(7) Does the Area have an effective suspense system? M Yes (I No

(a) Do all supervisors take advantage of the suspense system? C,\ﬁ eclled ev e_v’\| d a\i W Yes (I No

c. Are personnei files properly secured and access limited? ) Yes [ No
(1) Are the requirements of the Information Practices Act being followed? /] Yes (I No
(2) Is a periodic review done on aregular basis? {2 9 0Ll cev E Wy ] Yes [J No

{a) K so, how often? Quact cr\j_
(3) Is annual employee review and updating conducted as required? W Yes (] No
(4) Are only required or permitted items contained in personnel folders? M Yes [ No

TY OF CRIMINAL RECORD EVALUATED ACTION REQUIRED CORRECTED
3. SECURI CORDS 10/30/2008
a. Have employees who have access to criminal offender record information signed an acknowledgment )
stating they understand the regulations and policies pertaining to these records? ] Yes [ No
(1) Has the Area designated a specific person to release criminal offender record information? o(( V. [:M\l ] Yes (I No
(a) Do any other persons release this information? [ ] Yes ] No
(b) Has the designated person completed the required training? M Yes [ No
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? [\\Ol\lé __LML(AM b\l V] Yes [ ] No
{2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender‘) n ’
Record Information Release Loy? ) Yes (] No
(a) Are entries maintained for the prescribed period of time? ] Yes LINo
CEDURES EVALUATED ACTION REQUIREQD CORRECTED
% RISCAL PROCEDDE 10/30/2008

a. Have discrepancies on the most current audit reports been corrected? ] Yes ] No

CHP 453E (Rev. 5-06) Page 2 Destroy Previous Editions c453e506.(rp
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(1) Are all change fund and collections handled and processed according to policy? W] Yes [J No
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? \/~€ \D'\' N \0(/\[_&1\ k oe\le v W Yes 1 No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? /] Yes (] No
(c) Isthere a separation of duties between cashier responsibilities and transmittal of collections? W Yes ] No
(d) Are collections and change funds safeguarded? \ vl ecd! d VG ud @ v— M1 Yes (] No
(e) Are checks promptly endorsed and cash receipts reconciled daily? M Yes L] No
(f) Are counter receipts and DL45s that are issued in sequence accounted for and returmed -
to Fiscal Management Section upon completion? 1 Yes I No
(g) What specific guidelines are in place for security control and accountability? ALL MONEY IS LOCATED
IN LOCKED DRAWERS AT ALL TIMES. QUARTERILY AUDITS ARE CHECK 3Y SERGEANTS.
(h) s a supervisor responsible for review of the system? M Yes [ No
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? ] Yes (1 No
() Are counter receipts and transmittal records prepared properly? V] Yes (] No
(k) Are surprise counts of funds performed and documented by the commander or designee? ] Yes [J No
(2) Are security and accountability procedures in place for the petty cash fund? ) Yes (I No
(a) s the petty cash fund used only for authorized purchases within the limited amount? ] Yes (] No
(b) Are valid authorizations on file? ] Yes [J No
(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? ] Yes (] No
(d) Are there adequate procedures to ensure purchases are properly authorized? M Yes LJ No
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? ] Yes [ 1 No -
(38) Are X-Number services proper and within departmental and state policy? /) Yes [ ] No
(a) Are services procured over $4,999.997 (] Yes /) No
(b) s the amount limit circumvented by splitting procurements? (] Yes V] No
{c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? (] Yes V| Nc; -
(d) Do invoices itemize charges and reference X-Numbers? M Yes (] No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ) Yes (I No
(a) Are cardholders familiar with the bank card process, including p;)hibited and restricted items? I Yes (] No
(b) Are purchases within established policy? V] Yes (] No
(c) Are three price quotations obtained and documented on a CHP 315X? =, n CL.\\ Lus ness M Yes [ No
o (d) Is the bank card log completed properly? /] Yes

[ ] No

CHP 453C (Rev. 5-08) Page 3 Destroy Previous Editions
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? V) Yes 1 No
(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? ] Yes ] No
b. What controls does the commander have in place to ensure timely transmittals of monies? AUDITS ARE DONE BY

SERGEANTS AND A MEMO I S DONE AND HAS REQUIRED SIGNATURE BY THE COMMANDER.

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? £ Yes ] No
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? M Yes [ No
(3) Are "no collection" transmittals sent when appropriate? i) Yes (] No
(4) Do tire sale transactions comply with policy? 0 Yes 1 No

¢. Is security of the postage machine adeguate? L/\_ NES - Oc'(_cncl i) et AL (g} I T W] Yes (1 No
1Y

(1) Isthe machine locked whennotinuse? | ,eizecl € clll +ivne S ] Yes (1 No
(2) s the meter reading documented as required? N[ 1 [J Yes /] No
(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? [\/( (4% (] Yes (M'No
E EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) 10/30/2008
a. Are requisitions prepared properly? & Yes (1 No

(1) Who prepares them? AUTO TECH. DOES HIS OWN AND THE 0SS 1 PREPARES THE REMAINING

(2) Has a practical stock level been established and maintained? M Yes [ No

(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? W Yes (1 No

(@) Is the quarterly requisition period for this command adhered to? M Yes [JNo

) {b) Is there a high number of emergency requisitions? M O\ €_ L] Yes /] No

b. Are items stored properly in a storeroom? K Yes (I No

(1) Is there convenient access for regularly used items? V\QP k ird Q\ ey ‘ C(.\.\ 0 (.(\ ce L) Yes [ No

(2) Have obsolete items been removed? ) Yes [ No
EVALUATED ACTION REQUIRED CORRECTED
b, SUEPLIES 10/30/2008
a. Are all cameras assigned to the command accounted for? Lo cle ec.{ P ] Yes [ No
(1) Are camera cases clean and do they contain the required accessories? ) vYes [INo
(2) Is camera maintenance assigned to a particular individual? o) ((‘\ cev  (E0) \_l N Yes [ No

(a) Whatis his/her preventative maintenance schedule? CLEANED YEARLY

b. Are all extenders assigned to the command accounted for? ) Yes [ No

CHP 453E (Rev. 5-06) Page 4 Destroy Previous Editions c453e506.frp
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(1) s there adequate security for extender batteries and other supplies? Bes \6'\-1\1 ¢ (\ 40 (?c\c..\} W Yes [ No
8 QCLye & v
OFFICE EQUIPMENT EVALUATED ACTION REQUIRED CORRECTED
% 10/30/2008
a. Are office machines in good condition and properly maintained? ] Yes LI No
(1) s the vendor complying with maintenance contract provisions? ] Yes (] No
(2) lsthere a shortage or surplus of machines? M/ Yes (I No
N Yes L] No

b. s the Management Information System (MIS) used properly?

(1) Who is authorized to use the equipment?  CLERICAL STAFF AND SPECIAL DUTY PERSONNEL

(2) How is training provided, and by whom? OSS I PROVIDES TRAINING ALONG WITH OFEICER SOLIZ

AS NEEDED AND REQUIRED

(3) Isthere a usage schedule for uniformed and nonuniformed personnel? [ Yes /) No
{4) Are there controls in place to ensure confidentiality? &) Yes (] No
(5) Are all personnel aware of how to request repairs after normal business hours? | Yes [JNo
(6) Isthe MIS used to send messages to other offices in lieu of formal memorandums? (] Yes /] No

(7) What system is used to ensure proper routing of MIS information? CHECKED HOURLY BY OFFICE ASSISTANT

c. Are personal computers used properly? ] Yes (] No
(1) Who is authorized to use the equipment? ALL PERSONNET ASSIGNED TO AREA
(2) How is training provided, and by whom? AREA LAN PERSONNEL PROVIDES TRAINING
WHEN NEEDED. OUTSERVICE IS ALSO AVAILABLE WHEN NEEDED.
(a) How many employees are trained in its use? Al.L
(3) Are there restrictions on the time its used? L] Yes /] No
(a) Is there a schedule for uniformed and nonuniformed employees? ] Yes V1 No
(4) Is confidential or sensitive information being stored on a PC hard drive? (] Yes ] No
(a) If so, is the PC password protected? - K] Yes (] No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a
] Yes [J No

secure area?

(6) Whatis the PC being used for? ENTRIES INTO MIS FOR CITATION, TIME KEEPING, AREA CORRESPONDENCE

AND MISCELLANLEOUS CORRESPONDENCHE

] Yes [INo

{6) Are controls present to prevent inappropriate/personal use of the computer?

“HP 453E (Rev. 5-06) Page 5 Destroy Previous Editions c453e506.frp
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(7) Are backup procedures being performed on a regular basis? W oee it q M Yes U No
(a) Where applicable, are backup disks stored in a secure area? <\av t’c:\ o ((- =, \‘-\' <. ) Yes (I No
(8) Are PC manuals and other documentation available to all users? L/ Yes (JNo

(9) What procedures are in place to ensure out-of-date documents and files are purged? EMAIL PURGED EVERY 90 DAYS

BY HEADQUARTERS.
(10) Are employees aware of the availability of assistance in resolving computer related problems? M Yes (] No
¥ 1
(11) Is anti-virus software regularly utilized on all state-owned PCs? “\\skro‘\\ t”c\ (Al al \ p {(_ s O Yes I No
EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS 10/30/2008
a. Does the office have extended office hours? [J Yes ] No
(1) If so, are they adequate and effective? N //} [] Yes U No
b. Are persons served promptly and courteously? & Yes 1 No
(1) Are backup personnel immediately available? M Yes (I No
(2) lIs telephone service both efficient and effective? ) Yes ] No
(3) Are limited duty personnel used for receptionist duties and answering telephones? ' Yes [ No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? ) Yes [ No
EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS 10/30/2008

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  SPECIAL DUTY OIFICER - MARK EHLY

(1) Are tests and test keys kept in a secure place? i Yes (1 No

(2) How are interested parties advised of testing procedures? AREA SCHOOLS AND CHURCHES REFER THE PARTIES.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? /] Yes [ No

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? ] Yes I No

(3) How are test disposed of? ALL OLD TESTS ARE SHREDDED

(4) s there a specific date and time set aside for testing? ) Yes (1 No
EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES T
1073072008
a. ls there a systematic method of coordinating court appearance matters? M Yes L] No
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(1) What controls are in place to ensure officers appear in court? SERGEANTS CHECK QUARTERLY

(a) How are appearances minimized following cancellations? OFFICERS ARE CONTACTED AS SOON AS POSSIBLE

REGARDING THE CANCELLATIONS. THEY ARE CONTACTED AT HOME OR BY CELLULAR PHONE.

(b) How are "short notice” cancellations minimized? OFFICERS ARE CONTACTED BY CELLULAR PHONE OR AT

HOME. NOTICES ARE ALSO PUT IN THEIR MAIL BOX.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? ] Yes (1 No
(3) Who is respaonsible for managing the process? 0SS 1
(a) Are court officers performing duties that could be handled by clerical personnel? (] Yes /] No
EVALUATED ACTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS 10/30/2008
a. Are the number of authorized libraries being maintained? i Yes [ No
(1) Are the libraries convenient for those who must use them? /) Yes I Ne
(a) What controls are in place for "loaning" manuals to employees? MANUALS ARE NOT LOADED.
OFFICERS ARE ABLE TO OBTAIN MANGALS ON CHP WEBSITE.
(2) Are publications distinctively marked so they can be readily identified? ] Yes I No
(a) Are the number of libraries excessive or sufficient? SUFFICIENT
(b) Is there a listing available of what should be in each library? ] Yes I No
(3) Are publications kept up-to-date? J Yes [J No
(4) Who files publication changes? OSS I DOES THE CLERICAL LIBRARY AND THE AREA COMMANDER -

DOES HIS OWN LIRRARY.
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STATE OF CALIFURNIA

OEPARTMENT OF CALIFORNIA HIGHWAY PATROL AREA DMISION NUMBER
AREA MANAGEMENT EVALUATION Fort Tejon Central

OFFICE MIANAGEMENT EVALUATED BY DATE

CHP 453E (Rev. 5-06) OPI 009 Sgt. Brooks, #9967 10/15/2008

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
(] Formal Evaluation V] Informal Evaluation 10/15/2008
FOLLOW-UP REQUIRED D Correction Repon COMMANDERZ REYE DATE
(] Yes /] No BY Qe ( ‘9
c Enl TASKS EVALUATED ACTION REQUIRED CORRECTED
1. CLERI 10/15/08
a. ls the office well organized? /] Yes 1 No
(1) Are there written job descriptions? V] ves J No
(a) Does clerical staff have their job description at their desk? ] Yes (1 No
(b) Does clerical staff understand what is expected of them? V] Yes I No
(2) Are similar activities grouped together to promote efficiency? /) Yes (1 No
(3) lf tape recorders are used, can clerical employees transcribe effectively? [JYes () No
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, efc.? ] Yes [1No
(5) Can another clerical employee assume the duties of a clerical employee who is absent? ) Yes 1 No
b. Is the Office Services Supervisor (0SS) effective? V] Yes (I No
(1) Does he/she properly apply management philosophies and supervisory skills? V) ves ] No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? V] Yes I No
(b) Is the clerical supervisor an effective manager? V] Yes [ No
(2) Does the OSS identify employes with supervisory potential? [1vYes /1 No
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? []Yes /] No
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? [JYes V] No
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? []vYes /] No
(3) Does the supervisor set a good example? M Yes L] No
(@) Does helshe show a willingness to assist subordinate personnel? /] Yes [ No
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? /) Yes (I No
(4) If there is more than one OSS, is the work and supervision evenly distributed? []vYes ] No
(5) Does the OSS participate in Area staff meetings? /] Yes [ No
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EVALUATED ACTION REQUIRED CORRECTED
2. FILING SYSTEM 10/15/08
a. lIs the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office )
File Guide? V] ves () No
b. Are otherfiles, i.e., permanent files, enforcement document files, etc., maintained according to policy? V] Yes [ No
(1) How far back are accident reports being maintained?
(2) s there a filing backlog? []ves /1 No
(3) Is there evidence of recent office review? " W Yes [ No
B (4) How are Man;;ament and All Commanders Memorandums filed and purged? The ArcaCommander maintains a master file
and purges as expiration dates come due, ‘
(6) Are Training and Information Bulletins filed? WV Yes (JNo
(@) If so, how are they located? Training bullentins are posted on a ring binder in the brieﬁng room.
(6) Do all clerical employees understand the filing system? /] Yes - LJNo
(7) Does the Area have an effective suspense system? ] Yes LI No
(a) Do all supervisors take advantage of the suspense system? []Yes /] No
i ;‘Are personnel files properly secured and access limited? V] Yes l:] No
(1) Are the requirements of the Information Practices Act being followed? W/ Yes [ No
(2) s a periodic review done on a regular basis? M Yes J No
(a) If so, hO\/;;-c;teh? Yearly
(3) Is annual employee review and updating conducted as required? M ves J No
(4) Are only required or permitted items contained in personnel folders? M Yes L] No
EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS 10/15/08
a. Have employees who have access to criminal offender record information signed an acknowledé;;e-nl o
stating they understand the regulations and policies pertaining to these records? /) Yes [ No
(1) Has the Area designated a specific person to release criminal offender record information? ) ves (] No a
(;)—IDO any other persons release this information? (] Yes /) No
) (b) Has the designated person completed the required training? V) Yes [ No
(c) Are safeguards in place to verify telephone inquiries prior to disclosu;e? /] ves ] Noﬂﬁ

(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log?

V) Yes 1 No

(@) Are entries maintained for the prescribed period of time? V] Yes ] No
e #_“-E EVALUATED ACTION REQUIRED CORRECTED
4, FISCAL PROCEDURES 10/15/08
a, Have discrepancies on the most current audit reports been corrected? V] Yes ] No
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(1) Are all change fund and collections handled and processed according to policy? /) Yes 1 No
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? ] Yes ] No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? M ves (1 No
(c) Isthere a separation of duties between cashier responsibilities and transmittal of collections? M Yes (] No
(d) Are collections and change funds safeguarded? l Yes [JNo
(e) Are checks promptly endorsed and cash receipts reconciled daily? M Yes [J No

(f)  Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Secticn upon completion? N Yes (1 No

(9) What specific guidelines are in place for security control and accountability? Counter receipts and DL 45's are in a secured

locker only accessable to the Area School Bus Officer.

(h) Is a supervisor responsibie for review of the system? M Yes I No
B (i) Do total collections ;gree with the total amount of counter receipts and DL45s issued? ) Yes (] No
() Are counter receipts and transmittal records prepared properly? ] Yes D No
(k) Are surprise counts of funds performed and documented by the commander or designee? M Yes L1 No
(2) Are security and accountability procedures in place for the petty cash fund? ] Yes L] No
(a) Isthe petty cash fund used only for authorized purchases within the limited amount? ) Yes (] No
(b) Are valid authorizations on file? () Yes (1 No
(c) Isa Disbursement Voucher (Std. 439) completed and signed by the commander when the -
receipt does not show the vendor name or item purchased? V] Yes [J No
i (d)_ Are there adequate procedures to ensure purchases are properly authorized? | M Yes [ No
(e) __%;e surprise counts performt;,d by someone not involved in ha;dling lhe petty cash f‘t;nd’? ] Yes - [J No
(3) Are X-Number services proper and within departmental and state policy? (V] Yes [ No
- (a) Are services procu_rt;a_over $4,999.997 " . ] Y;' ] No
(b) Is the amount limit circumvented by splitting procurements? [JYes /] No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ] ves L No
(d) Do invoices itemize charges and reference X-Numbers? ] Yes [ No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? V) Yes (L] No
S (a) Are cardholders familiar with thembank card process, including F;rohibited and restricted items? /) Yes U] No
- (b) Are purchases within established policy? ' V] Yesﬁ (I No
(c) Are three price quotations obtained and documented on a CHP 315X? V] Yet [l N(;_
(d) Isthe bank card log completed properly? _ /] Yes [INo -
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? M Yes [ No
() Isthere a reconcitiation of the monthly bank card statement, and does it have supervisory approval? V] Yes [J No
b. What controls does the commander have in place to ensure timely transmittals of monies? The Area Commander tracks

transmittals in his Commander's Desk Referance and quarterly audits are conducted by a sergeant.

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? ] Yes [INo
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? ] Yes (I No
(3) Are "no collection" transmittals sent when appropriate? ] Yes (1 No
(4) Do tire sale transactions comply with policy? N Yes U No
c. Is security of the postage machine adequate? ] Yes U1 No
(1) s the machine locked when not in use? V] Yes [T No
(2) Is the meter reading documented as required? ] Yes I No N
(3) s there documentation of monies refunded or forwarded to Fiscal Management Section when the o
postage machine is being repaired or replaced? M Yes (1 No
5. SUPPLY REQUISITIONS (CHP 41) SOTTEI08 EIONREGRIRED CORRERTED
a. Are requisitions prepared properly? V] Yes I No
(1) Who prepares them? Officer Services Supervisor
(2) Has a practical stock level been established and maintained? /] Yes [J No
(3) Is there a system that notifies the staff when the quarterly requisition is go.i;g to be prepared? N Yes I No
(a) Isthe quarterly requisition period for this command adhered to? W/ ves [ No
- (b) Isthere a high number of emergency requisitions? (] ves 1 No h
- hb. Are items stored properly in a storeroom? o ] Yes (] No
(1) Is there convenient access for regularly used items? - N /] Yes {1 No
o (2) Have obsolete items been removed? W Yes [1No
EVALUATED ACTION REQUIRED " correcTeD
6. SUPPLIES 10/15/08
a. Are all cameras assigned to the command accounted for? W] Yes (] No
(1) Are camera cases clean and do they contain the required accessories? V] Yes [ No
(2) Is camera maintenance assigned to a particular individual? i 1 Yes I No
(a) Whatis his/her preventative maint.;-r.\;m.:e- sch-edule? Inspection during yearly inventory / audit,
b. -Are all extenders assigned to the command accounted for? V] Yes () No
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(1) Is there adequate security for extender batteries and other supplies? V] ves [ No
B EVMALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT 10/15/08
a. Are office machines in good condition and properly maintained? Ml yes [ No
(1) s the vendor complying with maintenance contract provisions? V] Yes [ No
(2) Is there a shortage or surplus of machines? [JvYes /I No
b. Is the Management Information System (MIS) used properly? V] Yes [ No
(1) Who is authorized to use the equipment?  Clerical staff, special duty personnel and supervisors.
(2) How is training provided, and by whom? Clerical supervisor provides one-on-one training as needed.
(3) Is there a usage schedule for uniformed and nonuniformed personnel? [Jves /] No
(4) Are there controls in place to ensure confidentiality? V] yes (] No
(5) Are all personnel aware of how to request repairs after normal business hours? V] Yes [J No
(6) Is the MIS used to send messages to other offices in lieu of format memorandums? [Jves V] No
(7) What system is used to ensure proper routing of MIS information? MIS is checked hourly by office staff.
c. Are personal computers used properly? V] Yes [ No
(1) Who is authorized to use the equipment? All personnel,
(2) How is training provided, and by whom? Area LAN coordinator provides training as needed and periodic security training
is scheduled.
(a) How many employees are trained in its use? All personnel.
(3) Are there restrictions on the time its used? [ Yes /] No
(a) Is there a schedule for uniformed and nonuniformed employees? (JvYes V] No
(4) Is confidential or sensitive information being stored on a PC hard drive? [ Yes ] No
(a) Ifso,is the PC password protected? [JYes o
(b) s confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? /] Yes (] No
(5) Whatis the PC being used for? All Area applications are currently accessed by Area P.C.'s.
(6) Are controls present to prevent inappropriate/personal use of the computer? /] Yes (1 No
¢453e506 Irp
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(7) Are backup procedures being performed on a regular basis? ] ves (] No

(a) Where applicable, are backup disks stored in a secure area? /) Yes [ No
(8) Are PC manuals and other documentation available to all users? /) Yes 1 No
(9) What procedures are in place to ensure out-of-date documents and files are purged? This function is performed by

Information Management Division by limiting the amoumt storage space alloted to each user..

(10) Are employees aware of the availability of assistance in resolving computer related problems? - M es (INo
(11) Is anti-virus software regularly utilized on all state-owned PCs? V] ves [ No
EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS 10/15/08
a. Does the office have extended office hours? [(Jves /] No
(1) If so, are they adequate and effective? [ Jves [ No
b. Are persons served promptly and courteously? ! Yes ] No
(1) Are backup personnel immediately available? /] Yes I No
(2) Is telephone service both efficient and effective? M Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? ] Yes [ No
(4) Are officer substilutions for nonuniformed positions kept al a minimum? V] ves L] No
EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS 10/15/08

a. |s school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  Special Duty.

(1) Are tests and test keys kept in a secure place? M Yes [ No

(2) How are interested parties advised of testing procedures? Parties are referred to Area by their respective School District's on

an as needed basis.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? /] Yes I No
{b) Does the officer or coordinator take possession of the test and dispose of accordingly? ] Yes (] No
(3) How are test disposed of? Cross shredded at Area.
(4) Is there a specific date and time set aside for testing? [ Yes & No
EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES
10/15/08
a. lIs there a systematic method of coordinating court appearance matters? /) Yes ) No
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(1) What controls are in place to ensure officers appear in court? Court log is maintained and quarterly audits are conducted by a
supervisor.
(a) How are appearances minimized following cancellations? Officers are immediately notified with note in there mail slot.
(b) How are “short notice" cancellations minimized? Officer's are immediately notified by telephone.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? M ves [JNo
(8) Who is responsible for managing the process? Officer Services Supervisor maintains a suspense file for all civil supoenas.

(a) Are court officers performing duties thal could be handled by clerical personnel? [ Yes /] No

T BEERRTHENTALMANUALS T‘(;;LIU;/T(;; ACTION REQUIRED CORRECTED

a. Are the number of authorized libraries being maintained? V] Yes [ No
(1) . Are the libraries convenient for those who must use them? /] Yes L] No

(a) What controls are in place for “loaning" manuals to employees? All manuals are now available on-line, no loans are

o necessary. - o i
(2) Are publications distinctively marked so they can be readily identified? /] Yes [ No
(a) Arethe number of libraries excessive or sufficient? One command library is maintained.
(b) Is there a_listing available of what should be in each library? /] Yes [JNo
/] Yes [ ] No

(3) Are publications kept up-to-date?

(4) Who files publication changes? Area Commander.
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SUBJECT: Chapter5 (Self Inspection) DATE: 10/15/2008

SECTIONS COMMENTS

Court Information Procedures Suspense folder established for CHP 90's, Civil Action Subpoenas.

Destroy Previous Editions c454 506.1rp



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT ZVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) OP) 009

M

AREA DIVISION NUMBER
MARIPOSA CENTRAL 455
EVALUATED BY DATE

LT. DAVE PRICE 08/25/2008

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correcticn Repont, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION
[] Formal Evaluation (/) Informal Evaluation

SUSPENSE DATE

COMMANDER'S REVIEW

FOLLOW-UP REQUIRED [’:] Correction Report OATE
£ |
[ Yes ) No BY 4‘_ ->a{,() % i “ _ Cz’ - o g
1. CLERICAL TASKS E E\-‘ALUATED“ B ALTION REQUIRED CORRECTED
D. PRICE, LT.
a. Is the office well organized? V] Yes [J No
(1) Are there written job descriptions? ] Yes (I No
(a) Does clerical staff have their job description at their desk? /! Yes J No
(by Does clerical staff understand what is expected of them? /] Yes [INo
(2) Are similar activities grouped together to promote efficiency? ) Yes L] No
(3) Iftape recorders are used, can clerical employees transcribe effectively? /] Yes [ No
(4) Is the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? K Yes (I No
(8) Can another clerical employee assume the duties of a clerical employee who is absent? /] Yes [(JNo
b. Is the Office Services Supervisor (0SS) effective? /] Yes 0 No
(1) Does hefshe properly apply management philosophies and supervisory skills? /] Yes I No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ] Yes LJ Ne
(b) Is the clerical supervisor an effective manager? ] Yes I No
(2) Does the OSS identify employes with supervisory potential? V] Yes [ No
(@) Does he/she assist employees in the preparation of written plans for progressive career
development? /] Yes LI No
(h) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? M Yes O No
{c) Hasthe CHP 120, individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? W] Yes [ No
(3} Does the supervisor set a good example? /] Yes [J No
(a) Does hefshe show a willingness to assist subordinate personnel? [ Yes [ No
{b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? V] Yes ] No
(4) Ifthere is more than one 0SS, is the work and supervision evenly distributed? N /(_\ [JvYes [J No
(8) Does the OSS participate in Area staff meetings? W Yes [.JNo
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Sithil = G " [evaLuateo ACTION REQUIRED CORRECTED
2. FILING SYSTEM D. PRICE, LT.
a. lIsthe Area's filing system in compliance with deparimental guidelines contained in HPG 11.1, Field Office
File Guide? ) Yes [J No
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? /) Yes [J No

(1) How far back are accident reporis being maintained? FOUR (4) YEARS ROTATING (SUSPENSED MONTHLY)

(2) Is there a filing backlog?

[ Yes V1 No

(3) Is there evidence of recent office review?

£/} Yes (I Ne

(4) How are Management and All Commanders Memorandums filed and purged?

FILED BY OSS-1, AND PURGED A

MINIMUM OF EVERY SIX (6) MONTHS, AND ONLY ATFTER EXPIRATION

(8) Are Training and Information Bulletins filed? V] Yes [CJNo
(a) If so, how are they located? IN A CLEARLY MARKED BINDER IN OSS-I'S OFFICE.
(6) Do all clerical employees understand the filing system? V] Yes O No
(7) Does the Area have an effective suspense system? ] Yes (LI No
(a) Do all supervisors take advantage of the suspense system? V] Yes (J No
c. Are personnel files properly secured and access limited? ) ves [ No
(1} Are the requirements of the Information Practices Act being followed? W] Yes CJ Ne
(2) Is a periodic review done on a regular basis? ) Yes [ No
(@) Ifso, howoften? AT TIME OF ANNUAL EVALUATION
{3) Is annual employee review and updating conducted as required? V] Yes [ No
(4) Are only required or permitted items contained in personnel folders? W] Yes (JNo
c . . ) EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS D, PRICE, LT,
a. Have employees who have access to criminal offender record information signed an acknowledgment ) ;
stating they understand the regulations and policies pertaining to these records? W] Yes [LJ No
(1) Has the Area designated a specific person to release criminal offender record information? /) Yes (I No
(a) Do any other persons release this information? [ ves ] No
(b) Has the designated person completed the required training? ) Yes (] No
(¢c) Are safeguards in place lo verify telephone inquiries prior to disclosure® MNOT Dot ome D L] Yes ] No
(2) Does each person that is designated to retease information maintain a CHP 263B, Criminal Offender
Record Information Release l.og? ] Yes [J No
(a) Are entries maintained for the prescribed period of time? V) Yes [ No
' ' : EVALUATED ACTION REQUIRED CORRECTED
a. Have discrepancies on the most current audit reports been corrected? 1 Yes [J No
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(1) Are all change fund and collections handled and processed according to policy? | Yes ) No
(a) Are counter receipts and DL45s, California Special Driver's Cettificate, issued to the field
accounted for and safeguarded? /] Yes [ No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? ) Yes I No
(¢) lsthere a separation of duties between cashier responsibilities and transmittal of collections? /] Yes [ No
(d) Are collections and change funds safeguarded? V] Yes [ No
(e) Are checks promptly endorsed and cash receipts reconciled daily? /] Yes I No

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? &) Yes ] No

(g) What specific guidelines are in place for security control and accountability? CHANGE FUND IS LOCKED A DRAWER

WITH ONLY CLERICAL HAVING KEYS

(h) Is a supervisor respansible for review of the system? W] Yes I No
() Do total collections agree with the total amount of counter receipts and DL45s issued? ] Yes [JNo
() Are counter receipts and transmittal records prepared properly? ) Yes (J No
(k) Are surprise counts of funds performed and documented by the commander or designee? /] Yes [ No
(2) Are security and accountability procedures in place for the petty cash fund? ] Yes O No
(a) Is the petty cash fund used only for authorized purchases within the limited amount? W Yes [ No
(b) Are valid authorizations on file? V] Yes O No
(©) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? V] Yes L] No
(d} Are there adequate procedures fo ensure purchases are properly authorized? _ /) Yes L] No
(e) Are surprise counts performed by someone not involved in handling the petty cash fung? W Yes (] No
(3) Are X-Number services proper and within departmental and state policy? W] Yes [ No
(@) Are services procured over $4,999,.99? Clves  WMNo
(b) Is the amount limit circumvented by splitting procurements? (] Yes /] No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? /) Yes. [ No
(dy Do invoices itemize charges and reference X-Numbers? ) Yes [ Ne
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ] Yes [ No
{(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? ] Yes [J No
{(b) Are purchases within established policy? /) Yes U No
(c) Are three price quotations obtained and documented on a CHP 315X? @ Yes 'F\lo
(d) s the bank card log completed properly? /] ves (J No
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? V] ves O No
(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? W Yes LI No
b. What controls does the commander have in place to ensure timely transmittals of monies? COMMANDER REVIEWS

AND SIGNS EVERY FRIDAY MORNING, IF IT 1S NOT ON HIS DESK HE KNOWS TO ASK FOR IT.

(1) Are collections sent o Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? W) Yes ] No
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handied appropriately by coordinating transmittal with the Area cashier? V] Yes (JNo
(3) Are "no collection" transmittals sent when appropriate? ) Yes () No
(4) Do tire sale transactions comply with policy? M Yes (I No
¢. Is security of the postage machine adequate? ] Yes (J No
{1) Is the machine locked when not in use? W Yes (1 No
(2) Is the meter reading documented as required? /] Yes (] No
(3) lIs there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? Wl Yes [J No
EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS {(CHP 41) D. PRICE, LT,
a. Are requisitions prepared properly? ) ves (J No
(1) Who prepares them?
(2) Has a practical stock level been established and maintained? ] Yes U No
(3) s there a system that notifies the staff when the quarterly requisition is going to be prepared? V] Yes [ Ne
(a) Is the quarterly requisition period for this command adhered to? V] Yes J No
(b) Is there a high number of emergency requisitions? (] Yes ) No
b. Are items stored properly in a storeroom? Ml Yes (] No
(1) s there convenient access for regularly used items? @ Yes. O No
(2) Have obsolete items been removed? V] Yes (1 No
] h EVALUATED ACTION REQUIRED CORRECTED
6 SUPPLIES D. PRICE, LT,
a. Are all cameras assigned to the command accounted for? ] Yes [JNo
(1) Are camera cases clean and do they contain the required accessories? /] Yes (] No
(2) s camera maintenance assigned o a particular individual? W) Yes [ No

(a) What is his/her preveﬁtative maintenance schedule? CHECKS CAMERAS ON A REGULAR BASIS AND AT TIME
OF AUDITS,

b. Are afl extenders assigned to the command accounted for? V] Yes (L No
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(1) Is there adequate security for extender batteries and other supplies? ] Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
BAOFRICEEQUIRMENT D. PRICE, LT
a. Are office machines in good condition and properly maintained? WV ves (JNo
(1) Is the vendor complying with maintenance contraci provisions? ) Yes [ No
(2) s there a shortage or surplus of machines? [ Yes /) No
b. Is the Management Information System (MIS) used properly? W] Yes [ No

(1) Who is authorized to use the equipment?  ALL TRAINED EMPLOYELES

(2) How is training provided, and by whom? DISPATCH EITHER COMES TO AREA OFFICE OR AREA EMPLOYEES GO T

THE MERCED DISPATCH CENTER TO BE TRAINED WHEN TRAINING IS REQUIRED.

(3) Is there a usage schedule for uniformed and nonuniformed personnel? (] Yes ] No
(4) Are there controls in place to ensure confidentiality? M Yes (JNo
(56) Are all personne! aware of how to request repairs after normal business hours? W Y/gs O No

(6) Is the MIS used to send messages to other offices in lieu of formal memorandums?

@' Ves @7\10

(7) What system is used to ensure proper routing of MIS information? CLERICAL EMAILS MESSAGES TO THOSE IN NEED

c. Are personal computers used properly? W] Yes ) No
(1) Who is authorized to use the equipment? ALL TRAINED EMPLOYEES
(2) How is training provided, and by whom? BY IN HOUSE EXPERTS AND TRAINING IS PROVIDED BY CENTRAL
DIVISION WHEN NEEDED,
{a) How many employees are trained in its use? ALL EMPLOYLEES
(3) Are there restrictions on the time its used? (] Yes ] No
(a) Is there a schedule for uniformed and nonuniformed employees? [ Yes ] No
(4) s confidential or sensitive information being stored on a PC hard drive? WV Yes [1No
(a) If so, is the PC password protected? /) Yes [ No
(b) s confidential or sensitive information stored on disks, CDs, or removable drives kept in a -
secure area? /) ves [JNo
(5) What is the PC being used for? DEPARTMENTAL REQUIRED WORK ONLY
{6) Are controls present to prevent inappropriate/personal use of the computer? V) Yes CINo
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(7) Are backup procedures being performed on a regular basis? /] Yes (I No
(a) Where applicable, are backup disks stored in a secure area? M Yes [J No
(8) Are PC manuals and other documentation available to all users? ) Yes O No

(9) What procedures are in place to ensure out-of-date documents and files are purged? EACH EMPLOYEL PURGES THEIR

OWN WORK WHEN NECESSARY.,

(10) Are employees aware of the availability of assistance in resolving computer related problems? ] ves [ No
(11) Is anti-virus software regularly utilized on all state-owned PCs? W] Yes C1No
. A EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS D, PRICE, LT,
a. Does the office have extended office hours? [ Yes V] No
o ,
(1) If so, are they adequate and effective? NN [ Yes [JNo
b. Are persons setved promptly and courteously? ] Yes L No
(1) Are backup personnel immediately available? ] Yes [ No
(2) Is telephone service both efficient and effective? W] ves CINo
(3) Are limited duty personnel used for receptionist duties and answering telephones? W) Yes L] No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? W] Yes (JNo
= . ! i . EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS D. PRICE. LT.
a. lIs school bus driver testing a special duty or a clerical function, or is a full-time schoal bus coordinator
assigned? SPECIAL DUTY OFFICER
(1) Are tests and test keys kept in a secure place? /] ves ] No

(2) How are interested parties advised of testing procedures? BY PERSONAL INTERVIEW BY SCHOOL BUS OFFICER

AND BY THE SCHOOL DISTRICT.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? /] Yes [J No
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? ] Yes (INo
(3) How are test disposed of? CROSS SHREDDED
(4) Is there a specific date and time set aside for testing? ] Yes O No
T e : EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES e R
] . PRICE, LT,
a. Is there a systematic method of coordinating court appearance matters? ) Yes [ No
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(1) What controls are in place to ensure officers appear in court? EACH OFFICER IS SERVED AND SIGNS A COPY OF THE

SUBPOENA AS EXCEPTED, WITH COURT CLERK FILING. ALSO, A "C" 18 PLLACED ON THE MASTER SCHEDULE

FOR EACH DAY A OFFICER HAS COURT.

(a) How are appearances minimized following cancellations? IF ON DUTY, OFFICERS ARE NOTIFIED IMMEDIATLY

BY DISPATCH. IF OFF DUTY THE COURT CLERK OR SERGEANT CALLS THE OFFICER'S HOME.

{b) How are “short notice" cancellations minimized? COURT/D.A.'S OFFICE NOTITIES AREA OFFICE AS SOON AS

THEY ARE AWARE OF ANY CHANGES.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? ] Yes (I No
(3) Who is responsible for managing the process? COURT CLERK / SERGEANT

(@) Are court officers performing duties that could be handled by clerical personnel? [] Yes ] No

11. DEPARTMENTAL MANUALS

EVALUATED ACTION REQUIRED CORRECTED
D. PRICE, L.T.

a. Are the number of authorized libraries being maintained? V] Yes O No
(1) Are the libraries convenient for those who must use them? V) Yes (] No
(8) What controls are in place for "ipaning" manuals to employees? OUTCARDS ARE USED, BUT MANUALS ARE

NEVER ALLOWED TO LEAVE THE OFFICE.

@)

Are publications distinctively marked so they can be readily identified? ] Yes [LJNo

(@) Are the number of libraries excessive or sufficient? SUFFICIENT

(b) Is there a listing available of what should be in each library? W] Yes O No
(3) Are publications kept up-to-date? /] Yes (J No
(4) Who files publication changes? OSS8-1 FILES THE COMMAND SET AND THE LT.'S MANUALS. THE OA TILES

MANUAL UPDATES IN THE SGT.'S OFFICE.
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated” box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
[} Formal Evaluation informal Evaluation
FOLLOW-UP REQUIRED D Correction Report COMMANDER S_REVIEW DaTE '
[ Yes No . aous alsices
1. CLERICAL TASKS - i i i i
Yeos No
a. Is the office well organized? f[lyes [JNo
(1) Are there written job descriptions? Yes [JNo
(a) Does clerical staff have their job description at their desk? Yes [ONo
(b) Does clerical staff und_ers_ta_nd;/hat is expected of t%-’?_ - Yes [JNo
(2) Are similar activities grouped together to promote efficiency? Yes [INo
(3) Iftape recorders are used, can clerical employees transcribe effectively? Yes [No
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? Yes [JNo
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [No
b. Is the Office Services Supervisor (OSS) effective? Yes [INo
(1) Does he/she properly apply management philosophies and supervisory skills? Yes [JNo
(a) Does hefshe have the authority and backing necessary to effectively supervise subordinates? Yes [No
(b) Is the clerical supervisor an effective manager? . Yes [INo
(2) Does the 0SS identify employes with supervisory potential? Yes [JNo
(@) Does he/she assist employees in the preparation of written plans for progressive career
development? Yes [JNo
(b} Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? Yes [JNo
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? Yes [JNo
(3) Does the supervisor set a good example? Yes [INo
(a) Does he/she show a willingness to assist subordinate personnel? Yes [JNo
(b) Does he/she know whan to act, when to delegate, and when to refer to a supervisor? Yes [JNo
(4) If there is more than one 0SS, is the work and supervisic;r-\_;/enly distributed? Cyes [No
(5) Does the OSS participate in Area staff meetings? Yes [JNo
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EVALUATEL ACTION REQUIRED CORRECTED
2. FILING SYSTEM . .
Yes No
a. Is the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [JNo
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? AYes [ONo

(1) How far back are accident reports being maintained? Per Retention Schedule

(2) Is there a filing backlog? CYes No

(3) Is there evidence of recent office review? Yes [INo

(4) How are Management and All Commanders Memorandums filed and purged? Filed in a binder located in master library and

purged by the date

(5) Are Training and Information Bulletins filed? Yes [JNo

(a) If so, how are they located?  In the master library. A copy of field specific training and information bulletins are located in

briefing book
(6) Do all clerical employees understand the filing system? Yes [JNo
(7) Does the Area have an effective suspense system? Yes [JNo
(a) Do all supervisors take advantage of the suspense system? Yes [ONo
c. Are personnel files properly secured and access limited? Yes [JNo
(1) Are the requirements of the Information Practices Act being followed? Yes [No
(2) s a periodic review done on a regular basis? [ vYes No

(a) If so, how often?

(3) Is annual employee review and updating conducted as required? Yes [ONo
(4) Are only required or permitted items contained in personnel folders? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS Ve ~o
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [JNo
(1) Has the Area designated a specific person to release criminal offender record Information? Yes [JNo
(a) Do any other persons release this information? OYes No
(b) Has the designated person completed the required training? Yes [JNo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [1INo

(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender

Record Information Release Log? JYes No
(a) Are entries maintained for the prescribed period of time? Yes [JNo
EVAL UATET |ACTION REQUIRED CORRECTED
4. FISCAL PROCEDURES - y
Yes Nu
a. Have discrepancies on the most current audit reports been corrected? (AYes [No
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(1) Are all change fund and collections handled and processed according to policy? Yes [JNo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field

accounted for and safeguarded? Yes [JNo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Management Section? Yes [INo
(c) Is there a separation of duties between cashier responsibilities and transmittal of collections? Yes [INo
(d) Are collections and change funds safeguarded? Yes [JNo
(e) Are checks promptly endorsed and cash receipts reconciled dally? Yes [JNo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? AYes [JNo

(g) What specific guidelines are in place for security control and accountability? CHP 251s (Counter Receipts) are reconciled by

the Office Services S'upervisor. Moneys are kept in a tocked cash box which is then.locked in a file cabinet in the QSSI's

Office

(h) Is a supervisor responsible for review of the system? Yes [JNo
(i) Do total coliections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
() Are counter receipts and transmittal records prepared properly? Yes [JNo
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [JNo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [INo
(a) Is the petly cash fund used only for authorized purchases within the limited amount? Yes [JNo
(b) Are valid authorizations on file? Yes [JNo

{(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Yes [JNo
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [JNo
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [JNo
(3) Are X-Number services proper and within departmental and state policy? Yes [JNo
(a) Are services procured over $4,999.997? [JYes No
(b) Is the amount limit circumvented by splitting procurements? [JYes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [INo
(d) Do invoices itemize charges and reference X-Numbers? Yes [JNo
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [JNo
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? Yes [INo
(c) Are three price quotations obtained and documented on a CHP 315X? Yes [JNo
(d) Isthe bank card log completed properly? Yes [JNo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [JNo

(f) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Ayes [ONo

b. What controls does the commander have in place to ensure timely transmittals of monies? If clerical supervisor is not availible, the

transmittal is completed by the office assistant

(1) Are coliections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes [JNo
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [INo
(3) Are "no collection" transmitials sent when appropriate? Yes [OJNo
(4) Do tire sale transactions comply with policy? Yes [JNo
c. |s security of the postage machine adequate? Yes [JNo
(1) Is the machine locked when not in use? Yes [JNo
(2) ls the meter reading documented as required? Yes [JNo
(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? Yes []No
EVALUATED ACTION REQUIRED CORRECTEL
5. SUPPLY REQUISITIONS (CHP 41) Yes N
£s | (4]
a. Are requisitions prepared properly? Yes [JNo

(1) Who prepares them? Supervisory staff for which the request is being made.

(2) Has a practical stock level been established and maintained? Yes [JNo
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) Is the quarterly requisition period for this command adhered to? Yes [JNo
(b) Is there a high number of emergency requisitions? (Yes No
b. Are items stored properly in a storeroom? Yes [JNo
(1) s there convenient access for regularly used items? Yes [JNo
(2) Have obsolete items been removed? [FlYes [ONo
EVALUATEL AZTION REQUNIRED CONRECTED
6. SUPPLIES Wi NoO
a. Are all cameras assigned to the command accounted for? Yes [JNo
) (1) Are camera cases clean and do they contain the required accessories? Yes [ONo
(2) Is camera maintenance assigned to a particular individual? Yes [No

(a) Whnat is his/her preventative maintenance schedule?  Quarterly maintenance schedule.

b. Are all extenders assigned to the command accounted for? Yes [JNo
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(1) Is there adequate security for extender batteries and other supplies? Yes []No
| EVALUATELD | ACTION REDUIRED CORRECTED
7. OFFICE EQUIPMENT Iy es Ine |

a. Are office machines in good condition and properly maintained? Yes [No
(1) s the vendor complying with maintenance contract provisions? Yes [JNo
(2) Is there a shortage or surplus of machines? [JYes No

b. Is the Management Information System (MIS) used properly? Yes [No
(1) Who is authorized to use the equipment?  Clerical Supervisor and Communications Supervisors
(2) How is training provided, and by whom?  Through the CAD, MIS, and DOJ Coordinator
(3) s there a usage schedule for uniformed and nonuniformed personnei? Oves No
(4) Are there controls in place to ensure confidentiality? Yes [JNo
(5) Are all personnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? [ Yes No

(7) What system is used to ensure praper routing of MIS information?
c. Are personal computers used properly? Yes [INo

(1) Who is authorized to use the equipment?  All trained uniformed and non-uniformed personne!

(2) How is training provided, and by whom? Training is provided through Area Training by through Deparumental instructors

(a) How many employees are trained in its use? All Area personnel.

(3) Are there restrictions on the time its used? [ Yes No
(a) |Is there a schedule for uniformed and nonuniformed employees? {JYes No
(4) s confidential or sensitive information being stored on a PC hard drive? Yes [No
(a) If so, is the PC password protected? Yes [No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in 2
secure area? Yes [No
(5) Whatis the PC being used for?  The PC are being used for Departmental needs.
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [JNo
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(7) Are backup procedures being performed on a regular basis? Yes [JNo
(a) Wnere applicable, are backup disks stored in a secure area? Yes [JNo
(8) Are PC manuals and other documentation available to all users? Yes [JNo

(9) What procedures are in place to ensure out-of-date documents and files are purged? Semi-annual reminders to personnel to purge

their personal files and documents

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [ONo
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [JNo
EVAMLUATED MAETION AEQLUIRED CORRECTED
8. PUBLIC CONTACTS v 1
es No
a. Does the office have extended office hours? [Yes No
(1) If so, are they adequate and effective? [IYes [No
b. Are persons served promptly and courteously? Yes [JNo
(1) Are backup personnel immediately available? Yes [JNo
(2) I[stelephone service both efficient and effective? Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [ONo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [JNo
EVALUATED | ACTION REQUIREC CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS Yes No

a. s school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned? Special Duty Officer is assigned.

(1) Are tests and test keys kept in a secure place? Yes [INo

(2) How are interested parties advised of testing procedures? Through employer and local community college events

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [JNo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [JNo

(3) How are test disposed of?  Afier notes arc made on the CHP 295 application, test arc then shredded

(4) Is there a specific date and time set aside for testing? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES v ;
Yes No |
a. Is there a systematic method of coordinating court appearance matters? Yes [ONo
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(1) What controls are in place to ensure officers appear in court? Court advises area if the Officer fails to appear

(a) How are appearances minimized following cancellations? Subpoena clerk notifies affected employee of the cancellation as

soon as possible

(b) How are "short notice" cancellations minimized? Immediate notification o the affected officer.

(2) Are CHP 80s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? Yes [JNo

(3) Who is responsible for managing the process?  Officc Assistant Karen Stephens

(a) Are court officers performing duties that could be handled by clerical personnel? Oves No
EVALUATED ACTION REQUIRED CARRECTED
11. DEPARTMENTAL MANUALS Yes
es No
a. Are the number of authorized libraries being maintained? Yes [JNo
(1) Are the libraries convenient for those who must use them? Yes [INo

(a) What controls are in place for "loaning" manuals to employees?  Employees do not take manuals from the office.

(2) Are publications distinctively marked so they can be readily identified? Yes [No

(a) Are the number of libraries excessive or sufficient? Sufficient

{b) s there a listing available of what should be in each library? Yes [INo

(3) Are publications kept up-to-date? Yes [JNo

(4) Who files publication changes? (OSSi assigns this task to clerical personnel.
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State of California Business, Transportation and Housing Agency

Memorandum

Date: September 30, 2008

To: Merced Area

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Merced Area

File Nao.: 460.10533.15690

Subject: CHAPTER 5§ - OFFICE MANAGEMENT

On September 30, 2008, an Area Management Evaluation was completed at the Merced Area
which focused on the Area’s Office Management program. Afier the informal evaluation was

completed, the area is in compliance with all subjects.

1) CLERICAL TASKS: No Action Required

2) FILING SYSTEM: No Action Required

3) SECURITY OF CRIMINAL RECORDS: No Action Required

4) FISCAL PROCEDURES: No Action Required

5) SUPPLY REQUISITIONS (CHP 41): No Action Required

6) SUPPLIES: No Action Required

7) OFFICE EQUIPMENT: No Action Required

8) PUBLIC CONTACTS: No Action Required

9) SCHOOL BUS DRIVER EXAMINATIONS: No Action Reguired

10) COURT INFORMATION PROCEDURES: No Action Required

Safety, Service, and Security

CHP 51WP (Rev 11.86) OPI 076



Merced Arca

Page 2
11)DEPARTMENTAL MANUALS: No Action Required
» —%—"

' [%LARA, Officer



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL | ARES Ly | Huuach
AREA MANAGEMENT EVALUATION JMa.-rcc:d Cenural |

OFFICE MANAGEMENT [EVALUATED BY e

CHP 453E (Rev. 5-06) OP| 009 Henrictta Koelmans LLO/2372008

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated” box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected, Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
Formal Evaluation [ Informal Evaluation

FOLLOW-UP REQUIRED 0 Correction Report COMNARDER'S QEVIEW DATE

/2 31&/’{‘

O Yes No » f/;%:/

a. Is the office well organized? Yes [INo
(1) Are there written job descriptions? Yes [JNo
(a) Does clerical staff have their job description at their desk? Yes [JNo
(b) Does clerical staff understand what is expected of them? Yes [JNo
(2) Are similar activities grouped together to promote efficiency? Yes [JNo
(3) If tape recorders are used, can clerical employees transcribe effectively? Yes [JNo
(4) Is the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? Yes [JNo
(5) Can another clerical employee assume the duties of a clerical employee who Is absent? Yes [JNo
b. 1s the Office Services Supervisor (OSS) effective? Yes [JNo
(1) Does he/she properly apply management philosophies and supervisory skills? Yes [INo
(a) Does he/she have the authority and backing necessary ta effectively supervise subordinates? Yes [JNo
(b) Is the clerical supervisor an effective manager? [Z1Yes [ONo
(2) Does the OSS identify employes with supervisory potential? Yes [JNo
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? [HYes [JNo
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? Yes [JNo
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? Yes [JNo
(3) Does the supervisor set a good example? Yes [No
(a) Does he/she show a willingness to assist subordinate personne!? Yes [JNo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Yes [INo
(4) If there is more than one OSS, is the work and supervision evenly distributed? N/A OYes [ONo
) (5) Does the OSS participate in Area staff meetings? Yes [ONo
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STATE OF CALIFORNtA
DEPARTMENT OF CALIFORMA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION

OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) OP| 009

2 FlLlNG SY EVALUATED ACTION REQUIRED CORRECTEL
: SHEM 10:23/08 & 12/18/08 | No
a. ls the Area's filing system in compliance with deparntmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [JNo
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [INo
(1) How far back are accident reports being maintained? 48 Months
(2) Is there a filing backlog? OvYes No
(3) Is there evidence of recent office review? Yes [JNo
(4) How are Management and All Commanders Memorandums filed and purged? Management Memorandums and Al Commanders
Memorandums are filed in clearly labeled binders by Management Memorandum number or date.
(5) Are Training and Information Bulletins filed? Yes [JNo
(a) Ifso, how are they located?  [nformation Bulletins are filed in the Command Library in a clearly labeled binder by date.
(8) Do all clerical employees understand the filing system? Yes [JNo
(7) Does the Area have an effective suspense system? [FlYes [INo
{(a) Do all supervisors take advantage of the suspense system? [AYes [INo
¢. Are personnel files properly secured and access limited? Yes [JNo
(1) Are the requirements of the Information Practices Act being followed? FlYes [ONo
(2) s a periodic review done on a regular basis? Yes [JNo
(a) Ifso, how often? Minimum of once annually at time of CHP 118,
(3) Is annual employee review and updating conducted as required? Yes [JNo
(4) Are only required or permitted items contained in persannel folders? [KlYes [JNo
EVALUATED | A naN SEQUIRED SORRECTES
3. SECURITY OF CRIMINAL RECORDS SEos
1072372008 [Na
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pentaining to these records? @Yes [JNo
(1) Has the Area designated a specific person to release criminal offender record information? [@AdYes [ONo
(a) Do any other persons release this information? O Yes No
(b) Has the designated person completed the required training? [AYes [ONo
{c) Are safeguards in place to verify telephone inquiries prior to disclosure? Not Disclosed OvYves [ONo
(2) Does each person that Is designated to release information maintain a CHP 263B, Criminal Offender
Record information Release Log? Yes [JNo
(a) Are enlries maintained for the prescribed period of time? Yes [JNo
TEVALUATEG TacTIcn ATGUREL CCRRECTED
4. FISCAL PROCEDURES 10/23/08 & 12/18/08 | No
a. Have discrepancies on the most current audit reports been corrected? Yes [JNo
Destroy Previous Editions
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STATE OF CALIFORNA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev, 5-06) OP) 009

(1) Are all change fund and collections handled and processed according to policy? Yes [No
(&) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [JNo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? Yes [No
(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? Yes [No
(d) Are collections and change funds safeguarded? WDYes [ONo
(e) Are checks promptly endorsed and cash receipts reconciled daily? Yes [JNo
(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? Yes [JNo

{g) What specific guidelines are in place for security control and accountability? CHP 251s (Counier Receipts), cash and checks

are reconciled at ¢close of business and locked in a metal cash box and then lacked in a file cabinet in the Office Services

Supervisor's Office.

(h) Is a supervisor responsible for review of the system? Yes [JNo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
(i) Are counter receipts and transmittal records prepared properly? Yes [JNo
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [JNo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [JNo
(a) Is the petty cash fund used only for authorized purchases within the limited amount? Yes [JNo
(b) Are valid authorizations on file? Yes [JNo
(c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? Yes [JNo
(d) Are there adequate procedures to ensure purchases are properly authorized? [PYes [No
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [No
B (3) Are X-Number services proper and within departmental and state policy? Yes [JNo
(a8) Are services procured over $4,999.997 [Yes No
(b) Is the amount limit circumvented by splitting procurements? OYes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [INo

(d) Do invoices itemize charges and reference X-Numbers? Yes_v li]_ h.lo -
(4) Are bank cards adequate;y .:afeguarded, and purchases re\;i_ewed by a supervisor? Yes [JNo
(a) Are cardholders familiar with the bank card process, inciuding prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? [Flyes [JNo
(¢) Are three price quotations obtained and documented on a CHP 315X? /A O Yes No
{d) Is the bank card log completed properly? Yes [JNo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [JNo

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? A Yes [ONo

b. What controls does the commander havs in place to ensure timely transmittals of monies? (OSS! Rafaela Gonzales has a form

documenting weekly complction of the CHP 230

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total coliections, or at the close of business each Thursday? Yes [JNo
(2) Are monies received for DL45s, Califomia Special Driver's Certificate, asse! forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo
(3) Are "no coliection” transmittals sent when appropriate? Yes [JNo
(4) Do tire sale fransactions comply with policy? Yes [INo
¢. |s securily of the postage machine adequate? Yes [JNo
(1) s the machine locked when not in use? Yes [JNo
(2) Is the meter reading documented as required? N/A Automated OYes [ONo
(3) 1s there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? [rlyes [ONo
' . EVALUATED ACTION REQUIRED CORRECTED
6. SUPPLY REQUISITIONS (CHP 41) 10/23/08 & 12/18/08  |Nw
a. Are requisitions prepared propery? Yes [JNo

(1) Who prepares them?

(2) Has a praciical stock level been established and maintained? Yes [ONo

(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo

(a) ls the quarterly requisition period for this command adhered to? Yes [JNo

(b) Is there a high number of emergency rgquisitions’? (JYes No

b. Are items stored properly in a storeroom? Yes [JNo
(1) s there convenient access for regularly used items? Yes (JNo

(2) Have obsolete items been removed? Yes [No

TVYALUATED ACTIDN RECUIRED CORRECTED
% SERCIES 12/18:2008 INo

a. Are all cameras assigned to the command accounted for? Yes [JNo
(1) Are camera cases clean and do they contain the required accessories? Yes [INo

(2) Is camera maintenance assigned to a particular individual? Yes [JNo

(a) What is his/her preventative maintenance schedule? (Camecras are checked on a regular basis and maintenance is compleled

as nceded

b. Are all exlenders assigned to the command accounted for? Yes [INo
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(1) Is there adequate security for extender batteries and other supplies? Yes [JNo
E P EN‘ EVALUATED ACTION REDJUIRED CORRECTES
T OFFICR BAUIRMENT 1023/08 & 12/18/08  [No
a. Are office machines in good condition and properly maintained? Yes [JNo
(1) Is the vendor complying with maintenance contract provisions? Yes [INo
(2) Is there a shortage or surplus of machines? [ Yes No
b. s the Management information System (MIS) used properly? Yes [JNo

(1) Who is authorized to use the equipment?  All rained employees who have a CHP 101, Appropriate Use of Automated

[nformation & Systems Statement in their field personnel folder.

{2) How is training provided, and by whom? Employees are trained by designated trainers as required or independently utilizing the

appropriate intranct web sile

(3) Is there a usage schedule for uniformed and nonuniformed personnel? O Yes No
(4) Are there controls in place to ensure confidentiality? Yes [INo
(5) Are all personnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? Yes [JNo

(7) What system is used to ensure proper routing of MIS information? All MIS information is sent by E-mail to all employces in Mereed.

c. Are personal computers used properly?

Yes

O No

(1) Wnho is authorized to use the equipment?  All properly trained departmental employees.

(2) How is training provided, and by whom? Training is provided as nceded by the Area's L.A.N. Caordinator and other designated

traners.

(a) How many employees are trained in its use? All emplayees assigned 1o the Merced Arca,

(3) Are there restrictions on the time its used? [CYes No
(a) Is there a schedule for uniformed and nonuniformed employees? [ Yes No
(4) Is confidential or sensitive information being stored on a PC hard drive? [Ayes [ONo
(a) If so, is the PC password protected? [FYes [JNo
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in 3
secure area? Yes [JNo
(5) Whatis the PC being used for?  Departmental business only.
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [INo
Destroy Previous Editions
c4538506.pdt

CHF 453E (Rev 5-06) Page 5of 7



STATE OF CALIFORNIA
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(7) Are backup procedures being performed on a regular basis? Yes [JNo
(a) Where applicable, are backup disks stored in a secure area? Yes [1No
(8) Are PC manuals and other documentation available to all users? Yes [JNo

(9) What procedures are in place to ensure out-of-date documents and files are purged? Fach emplovee purges outdated material as

necessary.
(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [JNo
(11) Is anti-virus software regutarly utilized on all state-owned PCs? Yes [JNo
EVALUATED ASTION REIMIRED CORRECTEC
8. PUBLIC CONTACTS 1O/2572008 Nu
a. Does the office have extended office hours? O vYes No
(1) If so, are they adequate and effective? N/A OYes [ONo
b. Are persons served promptly and courteously? Yes [JNo
(1) Are backup personnel immediately available? Yes [No
(2) lIs telephone service both efficient and effective? Yes [No
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [JNo
EVALUATED ] ACTIDN RECWIRED FCORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS 12/18/2008 No !

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  Special Duty function.

(1) Are tests and test keys kept in a secure place? klyes [JNo

(2) How are interested parties advised of testing procedures? By the local school district bus coordinators.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [INo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? [Z1Yes [JNo

(3) How are test disposed of?  They are shredded.

(4) s there a specific date and time sel aside for testing? Yes [JNo
EVALUATED AZTIRDN REQUIRED CORRECTEL
10. COURT INFORMATION PROCEDURES 1072312008 INo
a. Isthere a systematic method of coordinating court appearance matters? Yes [JNo
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{1) What controls are in place to ensure officers appear in court? A copy of the subpoena acknowledging service is returned to the

Subpaena Clerk for file. A copy of subpoena logs by dale is posted in the Report Room as a reminder to both officers and

supervisors indicating who has court. In addition, the court notifies the Area when an officer fails to appear.

(8) How are appearances minimized following cancellations? The subpocna clerk completes a CHP 219. Trial Information. when

the officer is scheduled to work prior to the original appearance date. 1f the officer is not scheduled to work. the subpaena

clerk calls him at home.

(b) How are "short notice" cancellations minimized? The District Atlorney's Office or Courl calls the subpoena clerk who

immediatcly notifies the officer whose case has becn cancelled.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? Yes [JNo

(3) Who is responsible for managing the process?  Office Assistant Karen Stephens

(a) Are court officers performing duties that could be handled by clerical personnel? O Yes No
EVALUATED AZTIDN REQWAIRED CORRECTED
11, DEPARTMENTAL MANUALS 023 % & (2870 1%
a. Are the number of authorized libraries being maintained? Yes [INo
(1) Are the libraries convenient for those who must use them? Yes [INo

(8) What controls are in place for "loaning" manuals to employees?  As manuals are also available on the departmental intranet,

employees do not take manuals from the office.

(2) Are publications distinctively marked so they can be readily identified? Yes [JNo

(a) Are the number of libraries excessive or sufficient? Sufficient

(b) 1s there a listing available of what should be in each fibrary? O Yes No

(3) Are publications kept up-to-date? Yes [JNo

(4) Who files publication changes? Office Assistant Raqueza DeGuzman
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"ATE OF CALIFORNIA

AREA DIVISION
PARTMENT OF CALIFORNIA HIGHWAY PATROL .
'REA MANAGEMENT EVALUATION MODESTO CENTRAL

NUMBER

645

EVALUATED BY

'FFICE MANAGEMENT
CARRIE SMITH

HP 453E (Rev. 5-06) OPI 009

DATE

12/09/2008

ISTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. [f this

rm is used as a Correctnon Repor’c the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
dividual items with "yes" or "no" answers, or fill in the bianks as indicated. If additional comments are necessary, the information
an be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
scomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall mpressnons This

rm can be completed in pen or pencil, and the Suppiement can be handwritten if desired.

PE OF EVALUATION SUSPENSE DATE

/] Formal Evaluation  [_] Informal Evaluation J2/31 /08
LLOW-UP REQUIRED D Correction Repod COMMANDER'S REVIEW DATE
JYes [J No BY o '\_/&—\bu‘____\ oS, eq
"y R L T TR EVALUATED B ACTION REQUIRED CORRECTED
CLERICAL TASKS o T : : X ,J
o ; () - .. . " . - . | 0
a. Is the office well organized? V! Yes [J No
(1) Are there written job descriptions? V] Yes (J No
(@) Does clerical staff have their job description at their desk? W] Yes (1 No
(b) Does clerical staff understand what is expected of them? /] Yes [JNo
(2) Are similar activities grouped together to promote efficiency? M Yes (I No
(3) If tape recorders are used, can clerical employees transcribe effectively? W] Yes [ JNo
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? V] Yes [ No
(5) Can another clerical employee assume the duties of a clerical employee who is absent? V] Yes I No
b. Is the Office Services Supervisor (OSS) effective? WV Yes LI No
(1) Does he/she properly apply management philosophies and supetvisory skills? V] Yes [ No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? V] Yes L] No
(b) s the clerical supervisor an effective manager? /] Yes [ INo
(2) Does the OSS identify employes with supervisory potential? W Yes (1 No
(a) Does he/she assist employees in the preparation of written plans for progressive career
. development? V] Yes [ No
(b) Have special interests been identified and educational opportumtles and/or departmental training
been afforded the employees? /] Yes [ No
(¢) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? ] Yes [JNo
(3) Does the supervisor set a good example? V] Yes [JNo
(a) Does he/she show a willingness to assist subordinate personnel? ] Yes (] No
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? ] Yes [ JNo
(4) If there is more than one OSS, is the work and supervision evenly distributed? N / B [ Yes [[I No
(5) Does the 0SS participate in Area staff meetings? /] Yes [INo
¢c453e506.1rp
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T ey ¥ T e e | EVALUATED ACTION REQUIRED GORRECTED
FILING SYSTEM S
: Y. 1x Ko
a. Isthe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? /) Yes [JNo
] Yes [ 1No

b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy?

(1) How far back are accident reports being maintained? FOUR (4) YEARS ROTATING / PURGED BY SUSPENSE SYSTEM

(2) Is there a filing backlog?

[ Yes

/] No

Is there evidence of recent office review?

(3)

/] Yes

[ No

(4) How are Management and All Commanders Memorandums filed and purged?

FILED IN BINDERS AND PURGED BY

EXPIRATION DATE. COMM-NETS ARE FILED ACCORDING TO SUBIECT IN ADMINISTRATION FILES

(5) Are Training and Information Bulletins filed? V] Yes LI No
(a) If so, how are they located? IN MARKED BINDERS - MOST ARE HELD ON THE INTRANET
(6) Do all clerical employees understand the filing system? V] Yes (I No
(7) Does the Area have an effective suspense system? ] Yes [ No
(a) Do all supervisors take advantage of the suspense system? W Yes [JNo
c. Are personnel files properly secured and access limited? ] Yes (INo
(1) Are the requirements of the Information Practices Act being followed? V] Yes [ No
(2) s a periodic review done on a regular basis? V] Yes [JNo
(a) Ifso, how often? ON AN ON-GOING BASIS
(3) Is annual employee review and updating conducted as required? V] Yes (1 No
. A . o
(4) Are only required or permitted items contained in personnel folders? CHE \BIE 15 woE ] Yes [(INo
= ; e foc K EVALUATED ACTION REQUIRED CORRECTED
SECURITY:OF:CRIMINAL:REGORDS. : fd
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? V] Yes [JNo
(1) Has the Area designated a specific person to release criminal offender record information? ] Yes [J No
(a) Do any other persons release this information? [ vYes /] No
(b) Has the designated person completed the required training? ] Yes [JNo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? NoT  TonE & [_;] ;Ieosu e [ No
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? . [ Yes []No
LTI Z £% 0omPuTeR Lo - Soame An CHP ave o
(a) Are entries maintained for the prescribed period of time? /) Yes [ No
- 76 S TN * 5 [evaLuATED ACTION REQUIRED CORRECTED
FISCAL:PROCEDURES :
X Ko
a. Have discrepancies on the most current audit reports been corrected? V] Yes [INo
c453e506.frp
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(1) Are all change fund and collections handled and processed according to policy? ] Yes: [ JNo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? /] Yes [} No

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Management Section? ] Yes [ No
(c) s there a separation of duties between cashier responsibilities and transmittal of collections? ] Yes [ No
(d) Are collections and change funds safeguarded? W] Yes [1No
(e) Are checks promptly endorsed and cash receipts reconciled daily? V] Yes (I No

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
] Yes (] No

to Fiscal Management Section upon completion?

(g) What specific guidelines are in place for security control and accountability?

ONLY ONE KEY AND HELD BY FRONT

COUNTER CLERICAL. LOCKED AT NIGHT WITH DAILY ACTIVITY IN SUPERVISORS OFFICE. CASH DRAWER

LOCKED DURING THE DAY WITH COUNTER RECEIPTS IN A SEPARATE LOCKED CABINET

(h) Is a supervisor responsible for review of the system? V] Yes [ No
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? /] Yes (] No
(i) Are counter receipts and transmittal records prepared properly? ] Yes [JNo
(k) Are surprise counts of funds performed and documented by the commander or designee? V] Yes (JNo
(2) Are security and accountability procedures in place for the petty cash fund? ] Yes [ No
(a) s the petty cash fund used only for authorized purchases within the limited amount? V] Yes (J No
(b) Are valid authorizations on file? /) Yes (] No
(c) s a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? V] Yes [ ] No
(d) Are there adequate procedures to ensure purchases are properly authorized? V] Yes [ No
(e) Avre surprise counts performed by someone not involved in handling the petty cash fund? /) Yes [J No
(3) Are X-Number services proper and within departmental and state policy? V] Yes [dNo
(a) Are services procured over $4,999.997? /] Yes [JNo
(b) |s the amount limit circumvented by splitting procurements? V] Yes 1 No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? V] Yes [ No
(d) Do invoices itemize charges and reference X-Numbers? V] Yes [ No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? /) Yes [ ] No
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? /] Yes (I No
(b) Are purchases within established policy? /] Yes [ No
(c) Are three price quotations obtained and documented on a CHP 315X? [ ves /] No
(d) Is the bank card log completed properly? ] Yes I No
c4536506.frp
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ] Yes (JNo
(f) s there a reconciliation of the monthly bank card statement, and does it have supervisory approval? V] Yes (] No

b. What controls does the commander have in place to ensure timely transmittals of monies? COMMANDER HAS

DELEGATED THIS ACTION TO THE OSS-1 WHO KEEPS A WEEKLY SUSPENSE,

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? ) V] Yes [ No
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? V] Yes ] No
(3) Are "no collection" transmittals sent when appropriate? V] Yes (] No
(4) Do tire sale transactions comply with policy? V) Yes [J No
c. s security of the postage machine adequate? /] Yes [J No
(1) s the machine locked when not in use? /] Yes (] No
. .
(2) s the meter reading documented as required® N / B [ ves ] No
(3) s there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? N [l Yes 1 No
Y IR el EVALUATED ACTION REQUIRED CORRECTED
‘SUPPLY REQUISITIONS{CHP 41} . - = io oo = D
a. Are requisitions prepared properly? V] Yes [ No
(1) Who prepares them? CLERICAL STAFF AND SPECIAL DUTY WITH CLERICAL REVIEW
(2) Has a practical stock level been established and maintained? ) Yes [J No
(3) s there a system that notifies the staff when the quarterly requisition is going to be prepared? V] Yes [J No
(a) Is the quarterly requisition period for this command adhered to? ] Yes [ ] No
{(b) Is there a high number of emergency requisitions? N Yes [ No
b. Are items stored properly in a storeroom? V] Yes LI No
(1) s there convenient access for regularly used items? V] Yes (] No
(2) Have obsolete items been removed? /] Yes []No
S”U'PFIJLIES”'. T e e, . -.|evaLuaTeD ACTION REQUIRED CORRECTED
a. Are all cameras assigned to the command accounted for? ] Yes [ No
(1) Are camera cases clean and do they contain the required accessories? /) Yes [ ] No
[] Yes /] No

(2) |s camera maintenance assigned to a particular individual?

(a) What is his/her preventative maintenance schedule? WHEN NEEDED - DIGITAL CAMERAS ARE BEING USED

V] Yes (] No

b. Are all extenders assigned to the command accounted for?

' 453E (Rev. 5-06) Page 4 Destroy Previous Editions c4536506.rp
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(1) lsthere adequate security for extender batteries and other supplies? M} Yes [JNo
OFFICEEQUIPMENT R 3 b S ';:ALUATED !\CTICﬂREOUIRED CORRECTED
a. Are office machines in good condition and properly maintained? /] Yes [ No
(1) Is the vendor complying with maintenénoe contract provisions? /) Yes [] No
(2) Is there a shortage or surplus of machines? V) Yes U N<;__
b. s the Management Information System (MIS) used properly? /] Yes L] No
(1) Who is authorized to use the equipment? ~ ALL PROPERLY TRAINED EMPLOYEES
{(2) How is training pr(;/—ié;-d, and by whom? EITHER THRU THE INTRANET OR DISPATCH PERSONNEL
(3) s there a usage schedule for uniformed and nonuniformed personnel? (] Yes ] No
(4) Are there controls in place to ensure confidentiality? V] Yes ] No
(5) Are all personnel aware of how to request repairs after normal business hours? /) Yes J No
(8) s the MIS used to send messages to other offices in lieu of formal memorandums? ] Yes [ JNo
(7) What system is used to ensure proper routing of MIS information? OSS-1 REVIEWS ALL INCOMING & ROUTES
VI Yes [J No

c. Are personal computers used properly?

(1) Who is authorized to use the equipment? ALL PROPERLY TRAINED EMPLOYEES

(2) How is training provided, and by whom?

THRU THE DEPARTMENT INTRANET, DIVISION TRAINING AND AREA

PERSONNEL WITH THE EXPERTISE.

(@) How many employees are trained in its use? ALL EMPLOYEES

(8) Are there restrictions on the time its used? [ Yes ] No
(@) Is there a schedule for uniformed and nonuniformed employees? (] Yes ] No
(4) Is confidential or sensitive information being stored on a PC hard drive? ] Yes [ ] No
(a) If so, is the PC password protected? ] Yes [ INo
(b) s confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? ] Yes [J No
(5) What is the PC being used for? DEPARTMENTAL RELATED BUSINESS ONLY
(6) Are controls present to prevent inappropriate/personal use of the computer? /] Yes [ No
c453e506.frp
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(7) Are backup procedures being performed on a regular basis? V] Yes [ No
(a) Where applicable, are backup disks stored in a secure area? V] Yes [L1No
V] Yes [ INo

(8) Are PC manuals and other documentation available to all users?

(9) What procedures are in place to ensure out-of-date documents and files are purged?

EACH EMPLOYEE IS RESPONSIBLE

FOR THEIR OWN CLEAN UP/PURGING.

(10) Are employees aware of the availability of assistance in resolving computer related problems? /] Yes ] No
(11) Is anti-virus software regularly utilized on all state-owned PCs? V) Yes [ No
T sl o T 2 ey : = | EVALUATED ACTION REQUIRED CORRECTED
PUBLIC.CONTACTS ~ ; F S o T
a. Does the office have extended office hours? [ vYes ] No
ive?
(1) If so, are they adequate and effective’ w /8 []vYes (] No
b. Are persons served promptly and courteously? V] Yes [ No
(1) Are backup personnel immediately available? V] Yes [ No
(2) Is telephone service both efficient and effective? /] Yes [J No
(3) Are limited duty personnel used for receptionist duties and answering telephones? M Yes [J No
(4) Are officer substitutions for nonuniformed positions kept at a minimum®? /] Yes I No
: : S R T S T, S | EVALUATED ACTION REQUIRED CORRECTED
SCHOOL -BUS DRIVER EXAMINATIONS = - oo 1x M
a. s school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned? FULL TIME SPECIAL DUTY OFFICER CINDY WHITE.
(1) Are tests and test keys kept in a secure place? V] Yes [} No
(2) How are interested parties advised of testing procedures? INFORMATIONAL PACKETS ARE SENT TO ALL
TERMINALS ANNUALLY.
(a) Are exams graded in the presence of the applicant, and missed questions discussed? ] Yes (] No
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? ] Yes ] No
(3) How are test disposed of? CROSS SHREDDED
(4) s there a specific date and time set aside for testing? V] Yes (] No
L SR 35 " R S EVALUATED ACTION REQUIRED GORREGTED
GOURT:S:IINFQRMAIIZQN PROCERURES - . . ¥ 5 1x AO
a. s there a systematic method of coordinating court appearance matters? V] Yes [ 1No
o ¢c4538506.1rp
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(1) What controls are in place to ensure officers appear in court? COURT LOG IS POSTED DAILY, GIVEN TO SERGEANTS

AND ONE FOR BRIEFING.

(a) How are appearances minimized following cancellations? CANCELED IMMEDIATELY, LOG REPRINTED.

OFFICER NOTIFIED VIA DISPATCH OR OFFICER CALLED AT HOME.

(b) How are "short notice" cancellations minimized? DISTRICT ATTORNEY'S OFFICE AND COURTS CALL DAILY

FOR FOLLOW-UP.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? V] Yes (I No

(3) Who is responsible for managing the process? OFFICE ASSISTANT DONNA WILLINGHAM, COURT CLERK

(@) Are court officers performing duties that could be handled by clerical personnel? [] Yes I No
l "'DEPARTMENTAL‘MANLUA‘LS : ? EVALUATED ACTION REQUIRED CORRECTED
a. Are the number of authorized libraries being maintained? W Yes [ No
(1) Are the libraries convenient for those who must use them? [ Yes (I No
(a) What controls are in place for "loaning" manuals to employees? LOG IN OR OUT SHEET USED

(2) Are publications distinctively marked so they can be readily identified? V] Yes I No

(a) Are the number of libraries excessive or sufficient? SUFFICIENT - ALSO CURRENT MANUALS ON INTRANET
(b) s there a listing available of what should be in each library? V] Yes I No
/] Yes [J No

(3) Are publications kept up-to-date?

(4) Who files publication changes? CLERICAL STAFF

BRIEF, THE MODESTO AREA OFFICE 1S WELL ORGANIZED. ALL OF THE CLERICAL STAFF 1S AWARE OF WHAT 1S
‘QUIRED OF THEIR DUTIES. ALL OF THE STAFF HAS BEEN CROSS TRAINED WITH THE ABILITY TO HELP WHEN
{SENCES OCCUR. THE 08SS-1 1S VERY EFFICIENT AND ORGANIZED. SHE IS AWARE OF EVERYTHING GOING ON IN THE
FICE, KEEPING ALL REQUIRED TASKS ON SCHEDULE. THE ATMOSPHERE 1S ONE OF HARMONY, WHETHER 1T 1S
[TFORMED, NON-UNIFORMED OR THE PUBLIC. ] WOULD RECOMMEND ANY NEW SUPERVISOR TO THIS DEPARTMENT

VE THE OPPORTUNITY TO WATCH AND LEARN FROM THIS OFFICE.

Destroy Previous Editions
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State of California Business, Transportation and Housing Agency

Memorandum

Date: November 28, 2008
To: Porterville Area
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Coalinga Area
File No.: 495,13682
Subject: HPG 22.1, AREA RESOURCES MANAGEMENT GUIDE, INSPECTIONS

On September 25, 2008, a team comprised of Sergeant Larkin Vander Mel, Office Services
Supervisors Paula McSheehy and I completed three Area Management Evaluations on the Porterville
Area per HPG 22.1, Area Resources Management Guide. The three Area Management Evaluations
were Office Management, Occupational Safety and Special Functions. Utilizing the procedures and
checklists provided in HPG 22.1 as well as through interviews conducted of the affected personnel,
the following is a summation of the results of each evaluation.

Lieutenant D. Knoff conducted the Occupational Safety (chapter 12) evaluation. During his
evaluation, he noted that on September 5, 2008, Sergeant L. McGuire, of the Porterville Area,
conducted an informal Occupational Safety (chapter 12) evaluation. The results of the evaluation
were forwarded to the Central Division Occupational Safety Coordinator. During the formal
evaluation, Lieutenant Knoff discussed the informal evaluation with Lieutenant J. Swearingen.
During the discussion, Lieutenant Swearingen identified two items from the informal evaluation that
had required action, He explained one of the identified items had been competed and the other was
awaiting budget approval for the purchase of fire extinguisher and exit signs. As these items have
been requested, no further action is required.

During the Office Management (chapter 5) evaluation and the Special Functions (chapter 15)
evaluation, neither Office Services Supervisor McSheehy nor Sergeant Vander Mel noted any

significant discrepancies.

Based upon the procedures and checklist provided and the interviews of the affected personnel, the
Porterville Area’s occupational safety program, special functions and office management are
functioning within guidelines set forth in HPG 22.1, Area Resources Guide.

TP ey
D. W. KNOFF, Lieutenant
Commander

cc: Assistant Chief R. Clements

Safety, Service, and Security

CHP 51WP (Rev 11-86) OPI 076



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL AREA RVIShE HUMBET
AREA MANAGEMENT EVALUATION PORTERVILLE CENTRAL 480
OFFICE MANAGEMENT EVALUATED BY ‘ DATE

CHP 453E (Rev, 5-06) OPI 009 P. McSHEEIY, OSSI 09/25/2008

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
Formal Evaluation O Informal Evaluation
FOLLOW-UP REQUIRED I:l Correction Report COMMANDER'S REVIEW DATE
[JYes No
BY
1. CLERICAL TASKS (E)\g\/l;;/’l’;gog ANC:SS REQUIRED CORRECTED
a. Is the office well organized? Yes [JNo
_ (1) Are there written job descriptions? Yes [No
(a) Does clerical staff have their job description at their desk? Yes [JNo
(b) Does clerical staff understand what is expected of them? Yes [INo
(2) Are similar activities grouped together to promote efficiency? Yes [INo
(3) If tape recorders are used, can clerical employees transcribe effectively? l(///f [Oyes [No
(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? Yes [JNo
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [No
b. Is the Office Services Supervisor (0SS) effective? Yes [INo
(1) Does he/she properly apply management philosophies and supervisory skills? Yes [JNo
(a) Does hefshe have the authority and backing necessary to effectively supervise subordinates? ) Yes [JNo
(b) s the clerical supervisor an effective manager? Yes [JNo
(2) Does the 0SS identify employes with supervisory potential? Yes [No
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? [JYes No
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? Yes [No
(c) Has the CHP 120, individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? Yes [JNo
(3) Does the supervisor set a good example? Yes [JNo
(a) Does helshe show a willingness to assist subordinate personnel? Yes [INo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Yes [JNo
(4) If there is more than one 0SS, is the work and supervision evenly distributed? l"‘\ {ﬂ ) OYes [No
(5) Does the OSS participate in Area staff meetings? Yes [JNo
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EVALUATED ACTION REQUIRED CORRECTED
& [EILINGISUSITEN 09/25/2008 None
a. Is the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [ JNo
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [JNo

(1) How far back are accident reports being maintained? 4 YEARS

(2) s there a filing backlog? [CJYes No

(3) Is there evidence of recent office review? Yes [JNo

(4) How are Management and All Commanders Memorandums filed and purged? MM FILED BY # AND YEAR, RETAINED FOR

TWO + YEARS. ALL COMMANDERS ARE RETAINED FOR 1 YEAR ON CLIP BOARD

(5) Are Training and Information Bulletins filed? Yes [JNo

{(a) If so, how are they located? = ON THE BOOKSHELF BEHIND OSSI DESK.

(6) Do all clerical employees understand the filing system? Yes []No

(7) Does the Area have an effective suspense system? Yes []No

(a) Do all supervisors take advantage of the suspense system? Yes [JNo

c. Are personnel files properly secured and access limited? Yes [INo
(1) Are the requirements of the Information Practices Act being followed? Yes [INo

(2) s a periodic review done on a regular basis? Yes [No

(a) If so, how often? ONLY WHEN REQUIRED OR AT ANNUAL 118 REVIEW BY SUPERVISOR

(3) s annual employee review and updating conducted as required? Yes [JNo
(4) Are only required or permitted items contained in personnel folders? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS 09/25/2008 Noiie
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [JNo
(1) Has the Area designated a specific person to release criminal offender record information? Yes []No
{(a) Do any other persons release this information? Yes [JNo
(b) Has the designated person completed the required training? Yes [JNo
(c) Are safeguards in place to verify telephone inquiries priof to disclosure? Yes [No

(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender

Record Information Release Log? Yes [JNo
(a) Are entries maintained for the prescribed period of time? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
4. FISCAL PROCEDURES 09/25/2008 None
a. Have discrepancies on the most current audit reports been corrected? Yes [JNo
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(1) Are all change fund and collections handled and processed according to policy? Yes [No
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [JNo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? A /ﬂ OYes [No
(c) Is there a separation of duties between cashier responsibilities and transmittal of collections? Yes [JNo
(d) Are collections and change funds safeguarded? Yes [INo
(e) Are checks promptly endorsed and cash receipts reconciled daily? Yes [JNo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? v]Yes No
. P i Caurrfé/t . EIPTS OHLy U

(9) What specific guidelines are in place for security control and accountability? LOCKED CASH BOXES AND LOCKED

DRAWERS WITH LIMITED NUMBER OF ACESS KEYS.

(h) Is a supervisor responsible for review of the system? Yes [JNo
(iy Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [JNo
() Are counter receipts and transmittal records prepared properly? Yes [JNo
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [JNo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [JNo
(a) s the petty cash fund used only for authorized purchases within the limited amount? Yes [INo
(b) Are valid authorizations on file? . Yes [JNo
(c) Is a Disbursement Voucher (Std. 438) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Yes [JNo
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [JNo
o (e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [JNo
(3) Are X-Number s;e-rvices proper and within departmental and state policy? Yes [JNo
(a) Are services procured over $4,999.99? [JYes No
(b) Is the amount limit circumvented by splitting procurements? [(JYes No
(c) Are three price quotation.s obtained and documented on a CHP 78X, X-Number Request? Yes [ l\;_ -
(d) Do invoices itemize charges and reference X-Numbers? | Yes [JNo
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [] I\E o
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [JNo
(b) Are purchases within established policy? - Yes [No
(c) Are three price quotations obtained and documented on a CHP 315X? Yes [JNo o
(d) Isthe ba.nk card log completed properly? Yes [JNo -
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [JNo

(f) s there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Yes [INo

b. What controls does the commander have in place to ensure timely transmittals of monies? COMMANDER INQUIRES REGULARLY

AS TO COMPLETION, AND HE SIGNS THE WEEKLY TRANSMITTAL.

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total coliections, or at the close of business each Thursday? Yes [INo
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo
(3) Are "no collection" transmittals sent when appropriate? Yes [ No
(4) Do tire sale transactions comply with policy? Yes [JNo
¢. s security of the postage machine adequate? Yes [INo
(1) s the machine locked when not in use? Yes [JNo
(2) Is the meter reading documented as required? A A" Ovyes [JNo

(3) s there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? N /,4 [OYes [JNo

EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) 9/25/08 i
a. Are requisitions prepared properly? Yes [JNo
(1) Who prepares them? OA & OSSI
(2) Has a practical stock level been established and maintained? Yes [ INo
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) Is the quarterly requisition period for this command adhered to? Yes [JNo
(b) Is there a high number of emergency requisitions? [JYes No
b. Are items stored properly in a storeroom? Yes [JNo
(1) s there convenient access for regularly used items? Yes [JNo
(2) Have obsolete items been removed? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
€, SUFELIES 09/25/2008 None

a. Are all cameras assigned to the command accounted for? Yes [INo
(1) Are camera cases clean and do they contain the required accessories? Yes [JNo
(2) s camera maintenance assigned to a particular individual? Yes [JNo

(a) Whatis his/her preventative maintenance schedule? N/A

b. Are all extenders assigned to the command accounted for? Yes [JNo
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(1) s there adequate security for extender batteries and other supplies? Yes [ONo
EVALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT 09/25/2008 None

a. Are office machines in good condition and properly maintained? Yes [1No
(1) s the vendor complying with maintenance contract provisions? Yes [1No
(2) s there a shortage or surplus of machines? O Yes No

b. |s the Management Information System (MIS) used properly? Yes [JNo
(1) Who is authorized to use the equipment? CLERICAL AND OFFICERS
(2) How is training provided, and by whom? ~ COMM. CENTER/DISPATCH SUPERVISORS
(3) s there a usage schedule for uniformed and nonuniformed personnel? AN //_', OJYes No
(4) Are there controls in place to ensure confidentiality? Yes [No
(5) Are all personnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? [JYes No

(7) What system is used to ensure proper routing of MIS information? E-MAIL

c. Are personal computers used properly? Yes [INo

(1) Who is authorized to use the equipment?  ALL EMPLOYEES

(2) How is training provided, and by whom? WHEN SOMEONE ASKS FOR ASSISTANCE OF EITHER THE AREA LAN

COORDINATOR OR DIVISION ADMIN

(a) How many employees are trained in its use? ALL EMPLOYEES

(3) Are there restrictions on the time its used? [JYes No
(a) Is there a schedule for uniformed and nonuniformed employees? []Yes No -
(4) s confidential or sensitive information being stored on a PC hard drive? [JYes No
(a) If so, is the PC password protected? N /,,_1 OYes [No )
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives keptin a
secure area? Yes [JNo
(5) What is the PC being used for? DAILY WORK FUNCTIONS
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [No
PSR asi05) Roga 501 T Destroy Previous Editions I
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(7) Are backup procedures being performed on a regular basis? Yes [INo
(a) Where applicable, are backup disks stored in a secure area? Yes [INo
(8) Are PC manuals and other documentation available to all users? []Yes No

(9) What procedures are in place to ensure out-of-date documents and files are purged? HQ FHAS PROGRAM IN PLACE TO

REMOVE E-MAIL AFTER 90 DAYS. REVIEW OF OTHER FILES/DOCUMENTS BY SUPERVISORY WHEN TIME

PERMITS.
(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [JNo
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [INo
GON EVALUATED ACTION REQUIRED CORRECTED
8 PUBLIC'CONTACTS 09/25/2008 None
a. Does the office have extended office hours? [JYes No
(1) If so, are they adequate and effective? A//A’ OJYes [INo
b. Are persons served promptly and courteously? Yes [INo
(1) Are backup personnel immediately available? Yes [JNo
(2) s telephone service both efficient and effective? Yes [INo
(3) Avre limited duty personnel used for receptionist duties and answering telephones? Yes [JNo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [No
US DRIV : ) EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL B RIVER EXAMINATIONS 09/25/2008 Niiie

a. Is school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned? SPECIAL DUTY OFFICER

(1) Are tests and test keys kept in a secure place? Yes [JNo

(2) How are interested parties advised of testing procedures? VERBALLY GIVEN AND/OR REFERRED TO APPROPRIATE

TRANSPORTATION ENTITY

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [INo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [JNo

(3) How are test disposed of? SHREDDED

(4) s there a specific date and time set aside for testing? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES 09/25/2008 —
a. Is there a systematic method of coordinating court appearance matters? Yes [JNo
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(1) What controls are in place to ensure officers appear in count? COURT ATTENDANCE AUDITS WITH CHECK OF 415'S

AGAINST SUBPOENA AND SGTS. OCCASIONALLY GO TO COURT.

(a) How are appearances minimized following canceliations? AREA RECEIVES E-MAIL FROM COURTS ON A DAILY

BASIS FOR CANCELLATIONS.

(b) How are "short notice" cancellations minimized? OFFICERS ARE NOTIFIED AS SOON AS COURT NOTIFIES THE

AREA OF CANCELLATION

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? Yes [No
(3) Who is responsible for managing the process? OA/SGTS.
(a) Are court officers performing duties that could be handled by clerical personnel? OYes No
i . EVALUATED ACTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS 9/25/2008 None
a. Are the number of authorized libraries being maintained? Yes [JNo
Yes [No

(1) Are the libraries convenient for those who must use them?

(a) What controls are in place for "loaning” manuals to employees? NOTIFICATION IS MADE TO THE OSSI WHO HAS

THE AREA'S WORKING LIBRARY.

(2) Are publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries excessive or sufficient? SUFFICIENT
(b) s there a listing available of what should be in each library? Yes [JNo
(3) Are publications kept up-to-date? Yes [JNo
(4) Who files publication changes? (QSSI
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